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Resolutions: To Make Or Break 





It’s Collection Time.... AGAIN! 


Charting Your Course For ’6] 








You may be close to recommendin§ the purchase of the new Royal Electric Typewriter. 
But before you decide, please do yourself, your boss and your company this service: try 
all the makes of electric typewriters. Try them for touch, for printwork, for any feature 
you wish. Only in this way can you really know the worth of the choice you will make. 











NO WILLING PUPIL EVER 
NEED FAIL SHORTHAND 


LOOK AT WHAT USERS . 
OF DICTATION DISCS Just increase the 


SAY ABOUT THEM amount of practice 
BN ic sca time—using 


have helped me 


secure a much 

better position | TATION DISCS 
than I had pre- 

viously.”’ 


MRS. R. L. HENDERSON 
Portland, Maine 










With Dictation Discs. . . . 


® You triple the amount of dictation practice 


“I am a teacher of Gregg 
Shorthand and Dictation 
Discs have been very valua- 
ble in my shorthand classes 
My students enjoy taking 
dictation by these records.” 

MISS BETTY BURNS 

Route 1, Box 69 

Valdese, No. Cor. 


© You lessen the possibility of failing 
® You get higher marks in shorthand 


® You boost your speed quickly and easily in the comfort and 
privacy of your home 


® You practice at speeds custom tailored to your needs 

















“After using your rec- * You gain superior speed and a better job at higher pay 
ords faithfully I gained 
enough confidence to van ; _ 
apply for one of the bet- Phe voices of 22 different radio announcers prov ide you W ith ( ypert 
ter positions here in Day- , ; i 
ton. I was given a test dictation at speeds of 10 to 160 wpm on more than 100 different 1 rpm 
and had an excellent 
steno position within phonograph records. 
two days.”’ : : 
cones, weenes, Order your Dictation Disc Sets now by filling in the coupon below 
eee, Se and start developing speed immediately. 
“Dictation 2, 
D ° , D ‘ Co 170 Broadway, : 
SEND COUPON TODAY! Ictation LASC | New York 38, N.Y. <2 ee 
SS SS SSS SSF SSF SSS SF SSS SSS SS SSS SSF SSSC SS SS SSS SSS SSS SSS SSS FSS SSS SSS SSCS Bee eee eee ee Se Se ey 
' 
. ‘ 
Double sets cost less and you build more speed ' 
DICTATION DISC COMPANY . 
45 RPM SETS—$5.75 Sets N : 
170 Broadway, Dept. TS-1 (any two sets—$9.95) tters (new) 100, 110 10 5 
ct } ict ! ' 
New York 38, New York Sets No, 38 Brief fort " a hae ' 
phrase 8 : ace ~ ' 
Please send me the sets | have in- Sets No. 380 Brief { Sets No. 46 Reg I 8 : 
dicated. | enclosed check in the phrase letters (new) 100, 110, 1 Sets N Once 5S : 
amount of plus 25c for ——Sets No. 39 500 « st Dictat (uaueeS? 6¢ 
postage and handling. | must be de- words in letters 60, 70, 80, 90 Sets N . t Rey 80 § 
lighted, and gain speed, or may re- Sets N 50 est W Sets Ne Leg - 
turn records in 10 days for full refund. n letters (new) 100, 110, 120, 15 sets N Mc SUM ILO 5 
Sets N t | i i ) ) 6 » N pP ORTCSSIN Speed - 
; s ( 1Ol etters 50.6 GO t »f 
Each set contains four 45 rpm records, Sets N | 7 : 
approximately 31 different business Sets No. 041 Let 60, 0, 50 ' 
ole ee ie Gite Rakbeen ® oh 2 COMPLETE COURSES ON 45 RPM ' 
letters, 48 minutes of dictation. All J ate? sie aia has , ' 
sets contain different material. Order Sets So. O42 Sete ee Sets 38 10, 40¢ : 
several sets and gain speed faster. Sets No. 420 Letters mU, 160, 210 ( il 8 ' 
Sets No. 043 Letters 100, 110, 120 (it les Sets 380, 390. 411 : 
NAME Sets No, 044 Letters 110, 120, 130 Both Courses Complete (1 and II ' 
Sets No 01 (new) 120 ; 
14 140 78RPM SETS—-$5.2 -1 — ' 
ADDRESS 130 } $5.25 33-'/, \P—$8.75 . 
Sets No. 440 Letters (new) 130 (3 records per set 2 records per set 5 
140. 150 Set 61—60 to 90 wpm Set 7i—60 to 100 wpm Ss 8 
ity ZONE... STATE R 4 ; 
ets No. 450 5-minute Set 62—70 to 100 wpm Set 72—90 to 130 wpm ig 
letters (new ) 60. 70. 80. 90. 100 Set 63—100 to 130 wpm : 
le Eee ne eee PP PP PP Pe ee ee et. ss 2.) 2 a a a a a a a ee a 
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I'm. 
looking 

ata 

second sheet 


as a 


TIGER 


(in quality of print) 


Teachers and 
Secretaries: 
Write on your 
letterhead 
for samples. 


PAPER 
COMPANY 


BROWNVILLE, 
NEW YORK 











PROM) OWL, 


A Reader Speaks 
Up, Out—and Against 


To Tue Eprror: 

Many times I've thought about writing 
to a magazine but was never “moved” 
enough to do it: however. thee 
letter from Mrs. Donald Mader really did 
the job! 


strongly 


So Congress should change the laws 
so she and others like her can escape 
from household work. the care of their 
maid do the work. and 
check!!!!!: Well. 


Just who is going 


children. have a 
still collect a full pay 
isn't that nice? to pay 
the rest of us secretaries—married and 
single—to have our housework done. our 
parents cared for, ete.? 


Wouldn't it be nice if we 


aged 
could all 
cost of a 
maid or housekeeper at home and just 
do the 
Of course. 


have a tax deduction for the 
“policy planning” on weekends? 
what that 
national budget and the taxpayers pock- 
etbooks we 


would do to the 


wont mention. 
If a mother decides to work away from 
home, that is her decision and her right. 


However, there are many women who 
would not dream of giving up the cher- 
ished and honored role of mother and 
homemaker. so why should the ones who 
wish to “get away from it all” be the 
privileged ones? If a woman is dull or 


bored at home, perhaps there is some- 
thing spiritual missing from her life. 
Stagnation of the mind is a personal one- 
cannot be blamed on 

lack of office contacts. | 
Mothers at Home” 


stimulating and 


woman job and 
housework 
know many who are 
extremely interesting 
persons. 

After looking over the letter 


perhaps the wisest and fairest suggestion 


again, 


would be a law to pay the mothers who 
After all. 
work the others want Congress to have 
the taxpayers pay for plus the PTA work, 
Cub and Brownie Scout advisory 


stay home. they are doing the 


work 
and the volunteer work for community 
charities. Seems to me they are contrib- 
uting more than the working mother. ... 

Oh well, there 


another who wants an extra privilege or 


is always one group or 


two, but to advocate payment to this 


=pecial segment of our population so they 














[BOK 

















can work awav from home is just too un 
just, unfair and unrealistic. 
Sincerely, 


MARGARET L. HOERR 


Chemical Secretaries 


To Tue Eprror: 

As a chemical technologist with almost 
a quarter of a century of experience, | 
want to compliment Topay’s SECRETARY 
for the fine Diana Boney on 
“What's So Special About Chemical Se¢ 


I think there is a 


about them because | 


article by 


retaries? Personally. 


lot that is special 


have been on the receiving end of their 


results for some time. In my opinion, 


they are every bit as important as legal 


or medical secretaries. Chemical tech 


nology is a very esoteric subject: as such. 
more and more of its results devolve 
upon communications. The medium ot 


this communication is the secretary in 


this case. the chemical secretary. 


In the past. | have experienced quite 
a bit of grief as a result of the use of 
the Greek 


secretaries, 


alphabet in the hands of my 
Probably this 


curs because the 


Situation 06 
not Greeks! 
remarks 


a suggestion? 


girls were 
Be that as it may. article 
\Mlav I make 


write a foreign letter. be it 


your 
were apropos. 
When they 
Greek, 


my girls to write out. 


Russian or German. | alwavs ask 
in parenthesis. the 
word for the symbol. In this wav. the 


reader can make no mistake. no matter 


how unartistic the secretary may be. 
These spellings are found in the Merriam- 
Webster Dictionary under the title of 
Chief Foreign Alphabets. 

The template your article suggests is 
a good one. but I would suggest also the 
Rapi-Design Process Template =44. This 
template is useful not only in drawing 
arrows between chemical equations but 
also in depicting chemical engineering 
process equipment that appears in some 
reports. 

Sincerely, 
J. DOUGLAS MALLEY 


@ EDITOR'S NOTE: Reprints of “What's 
So Special About Chemical Secre- 
taries?” are available. Prices: 1-10 
copies, 25 cents each; 11-50 copies, 15 
cents each. Over 50 copies. 10 cents 
each. 
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errors disappear 
in seconds with new 


KO-REC-TYPE 


When you make an error... 




















Simply backspace and place a chemically 
treated strip of KO-REC-TYPE over it, and 
retype the error. 








ec aaa 


Remove the KO-REC-TYPE and presto — the 
error has disappeared. Now you can type in 
your correction. 





























No erasing, no mess. Takes just seconds. 
Correct carbon copies with KO-REC-COPY. 
Both fine products of the Eaton Allen Corp. 


One package of KO-REC-TYPE cor- 
rects over 5,000 errors and costs only 
$1.19. Ask for it at your stationary 
store or office supplier now. 


EATON ALLEN CORP. 


170 TILLARY STREET 
BROOKLYN 1, NEW YORK 





Add this to your already overstuffed New Year's list: 
how to cool a hot temper. If yours is an authentic, 
hair-trigger, Roman-candle temper, you're probably 
already aware that resolutions--however good--are 
not too effective in helping you control it. fry 
these from Jean Z. Owen in Your Life: (1) Put dis- 
tance between yourself and your offender. You'll be 
amazed at how fast you can cool off when out of firing 
range. (2) Stop being proud of your temper and beg- 
ging off responsibility for blowing your top. When 
you insist that you "can't help" having a low boiling 
point, you voluntarily handcuff yourself to the 
trait. (3) Look at your temper as others see it. A 
peppery personality is not a sign of strength or in- 
dividuality--it often signifies inner conflict, in- 
security and a fear of being rejected by others. 
Happy new you! 


Did you get your Christmas bonus? Well, hang on to 
it--there's a good chance it'll soon be as rare as 
the whooping crane. That's the grim word from In- 
dustrial Relations News--a check resulted in the 
discovery that only twelve of twenty-three companies 
hand out bonuses of any kind. "They're a waste of 
money," confesses the personnel director of a large 
publishing firm. He reports elimination of Christ- 
mas bonuses because employees sneered at the $20 
given them. His point is that employees view bonuses 
as "something coming to them" rather than a reward 
for job performance. 





No gourmet’s delight iS Seaweed, the Space traveler's 
likely bill of nutritional fare, reports Science Di- 
gest. The algae added to gingerbread, chocolate 
cake, cookies, milk shakes and other foods evoked 
something less than lip-smacking ecstasy in four vol- 
unteers who lived on it for three days at the United 
States Army Medical Research and Nutritional Labora- 
tory, Denver. The "guinea pigs" complained of a 
Strong spinachlike flavor as well as a greenish cast 
to the food. What about Roquefort dressing? 





It’s hard to appreciate just what a billion dollars is. 
Here's one way to relate it in Simple terms: if you 
Stood beside a well and dropped a silver dollar into 
it every second of every minute, taking time neither 
to eat or sleep, it would take you thirty-two years 
to use up a billion dollars. 


OUR NEW FIRST LADY will have a big housekeeping job. 
The private portion of the White House, notes the 
Catholic Digest, has fifty-four rooms, sixteen baths 








and five elevators. 
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A larger salary, an exciting new job... things that seem far 


away now, needn’t be. Stenograph helps make those dreams 
come true. For while it takes many years and very special 
talent to attain high speed and accuracy with pad and pencil 
shorthand, with Stenograph, most secretaries become pro- 
ficient amazingly quickly. They qualify for top secretarial 
positions, for jobs in the United Nations, in Congress, as 
courtroom reporters, in the advanced sciences, in foreign 


countries. You can too. 
lanuary., 196] 









Syenogyayh 


SHORTHAND MACHINE ) 
Ceoeecesesesesesessesr— seeee 
STENOGRAPHIC MACHINES, INC. S-161 
8040 North Ridgeway Ave., Skokie, Ill. 


Please send me full information on Stenograph 
—modern machine method shorthand. 


name 





present position 





school 





address 





city zone state 











“Butch 
ouards 
my new 
Olympia... 





7 


- AVErY time I’m out to lunch — just to make 
sure none of the other gals requisition it. Thank 
goodness they're getting their own Olympias soon” 


= A bit extreme—perhaps—but one thing is cer- 

= tain, once you've tried all of Olympia’s out- 
standing features you'll never be satisfied 
with any other standard. Check your present 
machine. Does it have an automatic paper 
injector-ejector—spring-cushioned keytops—or 
an interchangeable carriage (to mention just 
three)? If not, you’re missing the handiest, 
most efficient typing aids a perfectionist 
could wish for, You'll like Olympia’s precision- 
built quality, too—your assurance of easy, 
quiet, trouble-free performance year after year! 





OLYMPIA DIVISION, iNTER-CONTINENTAL TRADING CORPORATION, 90 WEST ST., NEW YORK 6, N. Y. 
6 










Q. In a business letter, should the sub- 
ject or reference line be typed above or 
below the salutation? Does the placement 
of the subject line depend upon whether or 
not the line is a complete sentence? 


A. The attention line belongs to the in- 
side address. Therefore, it’s typed two 
spaces below the inside address. The sub- 
ject line and reference line belong to the 
body of the letter, so they are usually 
typed two spaces below the salutation 
and two spaces above the first line of the 
first paragraph. 

We have yet to see a subject or ref.- 
erence line that is a complete sentence. 
These lines are usually typed: Subject: 
Placement of the Reference Line: or 
Reference: Your letter of December 1, 
1960. The subject and reference lines are 
either typed at the right or left margins 
or centered in the typing area used by 
the body of the letter. 

For legal work, the reference line usu- 
ally appears two spaces below the date. 
Instead of typing the word in full, the 
typist merely types “Re.” 





Q. Should commas or semicolons separate 
the following? 

“We are also enclosing new notes in the 
amounts of $2,585.93, $2,315.78, $2,136.89, 
and $2,123.29.” 


A. Because the items in the series of 
dollar amounts in your sentence contains 
both commas and periods, it would be 
clearer to use semicolons instead of the 
usual commas to separate the individual 
items. Any device that insures instant 
clarity to the reader is to be preferred— 
but it should be used consistently. 


Q. What should I use before a woman’s 
name when I’m uncertain whether she’s 
“Miss” or “Mrs.”? 


A. The National Office Management 
Association (NOMA) recommends the 
use of Ms., although Miss is also correct. 
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WHERE DO YOUR SPIRIT MASTERS RANK IN THE 


BUSINESS ENGLISH 
E. Lillian Hutchinson | 


SECRETARIAL PRACTICE | 
Madeline S. Strony 


BUSINESS LAW 
R. Robert Rosenberg 


* 
BOOKKEEPING 
J Marshall Hanna 
TYPEWRITING 
Alan C. Lloyd 


BUSINESS ARITHMETIC 
Vivian W. Kline 


5 
SHORTHAND 
Charlies E. Zoubek 
FING WN. Mae Sawyer 
QO. Which form of return is correct in the Index 
x 
following? “We would 


ig appreciate vour re 





lying at the bottom of this letter and (re 


turning. return) it to us in the enclosed 





elope. 


The Cleanliness Index dramatically demor 

{. The sentence has a compound object strates the wide gap in the cleanliness of 
replying and returning, These words ere te a a ee eee 
should he in parallel] form. Returning. - a 2 g! bell ; ~e scam 
therefore, would be correct. aggravation of ordinary uncoated purple 


masters to the immaculate performance of 





Columbia's supercoated, super clean Mara- 
thon Blue Ready-Masters. 


It could be quite a revelation to find out 
just how clean your spirit masters really are 

. not only in the preparation, but in the 
handling and duplicating as well. It could 





also result in quite a saving in time and 
Vv. In an “Ask the Experts” column some money, to say nothing of the improvement 
months ago the question was asked. “Should a : ’ : 
a singular ot a plural seth be ancl lth the of the quality of your duplicating 
words none and some?” The answer was. Columbia salesmen are anxious to demon- 
in part. “In modern usage. a singular or a 


strate these differences at no cost or obli- 


plural re rh is chose rn de pe nd ne on the : 
gation to you. They'll also be happy to ad 


prepositional phrase that follows: “None al 
fhe parcets were well wu rappe are. vise the correct master for d joo that S$ par- 
In recent “Word Teasers” column under ticularly troublesome to you. Write for a 


“Which Verb?” the sentence was given. free demonstration of the Cleanliness Index 


“Each of tlh rembers (was ere) asket 
an ey Oe ae was, were) asked Ready-Master Division, Columbia Ribbon & 
iii aioe Cast Carbon Mfg. Co., Inc., 1141 Herb Hill Road, 
ansiver as was, 
I'm confused! Glen Cove, N. Y. 


the same question.” The “Key” gave the 


{. Many basic rules of English gram- 


mar on the surface seem contradictory: Columbia Research and Develop 
lor example, the choice of singular o1 ment, backed by more than a half 
plural verb following eat h ol the and | > century of p eering leadership, 
none of the. The decisions are based on constantly seeks out the ultimate 
these rules: in spirit master cleanline The 
Each, along with every. either, neither, | Marathon Blue Ready-Master is the latest in a long 
combinations with body (as evervbody). line of key developments in the cause of cleanline 


thing, (as anything), one (as anyone), is 
always singular and requires a singular 
verb. 

Vone, on the other hand, like a col- | 
lective noun, takes a singular verb when 


it refers to a bulk quantity: as “None of MARATHON BLUE READY-MASTERS 


the paper was used”: but when the word 





refers to items or members in the group. 
it takes a plural verb: as “None of the i 
packages were delivered.” The preposi- 7 
tional phrase that follows the word de- 
termines the meaning. 


Often no one is substituted for none Columbia Ribbon & Carbon Mfg. Co., Inc., Glen Cove, N. Y 
to emphasize the singular meaning. , 


A a 4 ® 


i? ’ “a a * » 
63 7 g rod \4 gf? Ada (af r 
P oe el (4 & 3 » = : a 


x Pe 
- 








Columbia Ribbon & Carbon Pacific Inc., Ouarte, Calif 


January. 196] 7 
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*Filing systems, guides, folders, 
pockets, expanding files, brief 
covers, hanging folders, wallets, 
carrying cases and other quality 
products to help you organize office 
‘ecords easily, efficiently, in less 
tim: 
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OFFICE SUPPLIES 
and 
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REMOTE-TAPE 


ind recording 


York 10. N.4 


Allows user 


to dic tate 





ARROW 210 DE LUXE Standard Stapler adds pin stitch to 
quick an { easv removal of one sheet of paper trom anothe Sheet 
does < le remains ict. Push button underneath adjusts 
lesired stitch. Pin stiteh feature opens wide range of 
t ses Danks - ce companies, law ¢ es. W t \ OV 
. ( Ine. D PS. One Junius S Brooklyn 1 N.Y 
. 
are 2 
\ —? 
FLICK A LINE, the cv ete copy hole —— 
st the for s opyv cats. Lts fe s 
iN : ne encompasses everv possibl ; 
u tN ere everse of thre prune 
{ k of th vive wheel. Line tinde 
0 = ae ike | sq ire on rl iw : 
IM 1. Just 86.95 fre Franklin Table ba 
Co. De PS. 116 N. I th St.. Louisy s 
Ky 
APECO ELECTRO-STAT Uses new process to become the first con 


desk-toy cope with I 


ces pertect copies of ins 


Ay iit 


Photoc Opy 


at > its each 
ot \\ le \ eriean 


1) ster St.. Evanston, Il 











a 
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| | 
| 
| 
| 





KENT KORDLESS electric pencil sharpener 
tikes its point—-and a perfect one every 
t Useful at home and the office. it runs 
batteries, by just the weight of the hand 


he answer to ke eping pene ils sharpened at 
desk. For $11.95 at 
linent stores, or write 
Tine ; Depot 
yy # 


and de 
ble 
New 


stationers 
to Minitone 
5 W. 13th St. 


York 


pe 


} vy. 196] 
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electrophotogray 


DUSINeSS paper 


aterial. at five 
ible or 


kquipment Co 


STA-FLAT-KLIP 

Of rigid 
springs attache 
will hold praupoe 


main flat 


lems 


and re 
lent tor 
ments. Write 
260290 \W 
6677. Detroit 4 


TS 


rental ba 


transtet 


to Office P 


hie techs 


Kight Mile 
0. Mich 


roduc is 


iy 
Rd... P 








introduces wire less dic tuting 


to the 


a mil 


pron ket 


meeha 


Klectronics 


Nev 


recording machine from up to half 
iwav. carrving nothing more than a 

size unit No more blank spaces on Layee 
vour voice stops and starts recording 
nism. Fron American Geloso 

Ine Dept. TS 51 Park Ave i 


hep une 

even those uisttis 
copies per minute to 

sis S40 a montl 

Dept. TS. 2100 W 

solves bulky praapoe prob 
plastic backing with strong 
d to clamping legs, the Kliy 
rs up to one-half inch thick 
Lae il for brie | cases exce! 


ol papers between depart 


Dept 
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a 29¢ Ball Pen 
‘That Wrote 


— Steadily 
for over 





...without smudging! smearing! 
blotting, clogging!’ 


—— General’s new—— 
SEMI-HEX BALL PEN 


Yes! Here’s the 
reading about... 


pen you've been 


the most economi- 


cal all-around ball pen you can buy 
—with the highest quality ink 
cartridge the exciting new 


GENERAL SEMI-HEX BALL P} 


that PROVED BY TEST that it 
OUTWRITES, OUTPERFORMS 
ball pens costing 10 TIMES THE 


PRICE! 


an eraser 


AND — it’s available with 
at no extra cost 

How Much Would It Save Your Company? 
TRY IT 10 DAYS FREE — AND SEE! 


Talk about Economy! Here’s every- 
thing you want — outstanding per- 
form true writing comfort 

. low, cost all in 


ance ..-. 
low 


one great 


new PEN! The new General SEMI- 
HEX BALL PEN feels light, slim, 
comfortable—like a pencil—yet 
writes with the smooth, brilliant, 
line of the most expensive pens! 


Precision-engineered ball lets ink 


flow smoothly, evenly. 
barrel makes writing 
easier, helps prevent stiff fingers 
and writer’s cramp! Long-lasting 
carti idge s of Banker's App) oved ink 
easily replaced without mess or inky 


Extra-long 


hinge rs! Your choice of non smear, 
non-transferable Green, Red, Blue, 
Reproducing Black ink. Now’s the 


time to cut office expenses 
build office efficiency! 


@ Secretarie 


as you 


s, Bookkeepers, Ac- 


countants! Superthin points avail- 
able —approved for legal writing! 
See Your General Dealer now and 


ask to see General’s new SEMI-HEX 
BALL PEN or write us today on yout 
letterhead FREE SAMPLES! 


for 


“From the findings of the 
New York Testing Laboratories 


’ ENERAL 


PENCIL COMPANY 








69 FLEET STREET, JERSEY CITY 6, N. J 


Safety Insurance for Your 
Costly Office Machines with 


TIFFANY STANDS 





MODEL \ 
5000 


Greatest ALL PURPOSE, 
completely safe Stand 
for costly office ma- 
chines. Adjustable open 
top... mnoise-escape 
hatch. Castings cover 


retractable casters; j 4 
onchor firmly on floor. f . 
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= | FREE RIGID. 
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B. onoise = escape 
hatch. 
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Rugged is the word for this easy-to-use copy 
prop. It can’t break down — no gadgets. 
Assures correct sight-level for accurate typ- 
ing of all copy work. Used in high schools, 
business colleges, by typists in every kind of 
business. Secretaries love it! 

Three attractive pastel shades — desert 
ton, sea foam green, steel gray. Available 
at stationery stores or send us $1.35, we 
pay postage. 


BANKERS BOX CO., pep. 151 


2607 North 25th Ave. @» Franklin Park, Ill. 
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BY E. LILLIAN HUTCHINSON 


KEY TO TEASERS ON Pace 50 


An Acrostic 


When the words described here are listed in order vertically. the initial letters 


will indicate something you have just begun. 


l. 


2 
5 

| 
> 


6. 


The first word of a greeting you have used and written many times recently. 
The second word of this same greeting. 

The name of one of the longest rivers in our country: also, a Southern state. 
The state of which Baton Rouge is the capital. 

\ musical percussion instrument consisting of graduated bars that are struck 
to produce notes of the scale. 

\ pronoun that is always capitalized. 


Shun These Words 


The following words. when completed. all end with the sound of “shun.” Add the 
correct: terminations. 


ik. 
2 
iM 
| 


»). 


exten 6. initia 
conne¢ 7. suspi 
comple ‘ 8. electri 
coer Y, omis 
occa 10. persua 


Make Your Choice 


In each of these sentences. which of the lettered words or phrases most nearly 


matches the italicized word in meaning? 


l. 


I. 


The new member of the executive colt club is considered something ota 
maverick. (a) a nonconformist. (b) a scholar. (c) an ignoramus. 

He is a voracious reader of books on history. (a) very critical. (b) insatiable. 
(c) superficial. 

His very name is anathema in our Lodge. (a) treated with respect, (b) held 
in low esteem. (c) intensely disliked. 

As always, the loquacious visitor annoyed our group considerably. (a) taci- 
turn, (b) extremely talkative. (c) conceited. 


Same Spelling, Same Pronunciation, Different Meaning 


\ surprising number of words in our language have one or more different mean- 
ings even though they are spelled and pronounced exactly alike. The following 
pairs of brief definitions indicate a few such words. What are they? 


») 


a. To put money into securities in order to make a profit or income. 

b. To install in an office ceremoniously. 

a. A tiresome person or thing. 

b. To drill a hole through. 

a. A small. thin rope. 

b. One hundred and twenty-eight cubic feet. 

a. To dip water from. 

b. Security deposited to allow a prisoner temporary release until his trial. 
An imperfection: a blemish. 


a. 
b. To forsake one’s own country for another. 


Correcting Your Boss 


Your boss relies on you to correct any slips in grammar that he may make in 
dictating under pressure. [f the following sentences occurred in your dictation. 
what would you do? 


Neither our main office nor our branch office nearest to you are equipped to 
render you this service. 

Miss Simpson is one of those valuable supervisors who listens to an em- 
ployee’s story before making a decision. 


3. Jack sure is skillful as a salesman. 
. This applicant is both experienced in writing copy and in laying it out. 
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Possessive Case 


J vwe D. 
e 


the sales 


7 , 
worked for Vr. 


manager of the u 


has 


0 hest secretary he 


read his mind, 


has ani ¢ veelle ni 


j 
IS [he 


r ten vears. She 
has ever had. ler nie car 
his needs she 


anticipate 


nemory, 


never torgets a name ora ftace. 
has an error-proo] fotlou syvsfem., ler 

‘ hand eS mite h; oO thre sale Ss wort “1s 
i¢ | as secretaria chore a. She is the epil 

re ol e fhe ene : lr addit on, she § 
atwavs on thre OD, wiilingty COMMES } 
eariv ai d iS usua \ thre ast one 0 eC’ale 
he office. 

Like most Aumar Deas, howe eT’. 
Te rivile has ari {ehi ics hee she IS ©. 
remetly POSSESSIVE, Hler Hoss once fold 
ar associale that I rivile s ealous 
she sees me talking fo al other womar 
emplovee. This fra has CauseCa hwo 


girls to resten from the department. 


Vr. Brou il her aine 


ce-pre side nf, retaining the 


Re ( ently, 


execulite 
responsibil 
His volume of 


} } j 
Cork ¢ xpanded., and so did Jennies. She 


fy for sale S§ management 


} , 
sales wort 


assumed more and more of the 
il had 


Hey hoss began taking 


} ) 
less fiime for secretaria fasks. 


work home ever) 
hard 

pace. Finally, he 
MK here he realized he 


have to hire an extra secretary. lle also 


cht. hut he found fo keep up 


this terrific reached 


he point would 
knew that the newcomer would need Ten- 
es “seal of approval, or the arrange- 
nent would not work. 
So he called Jennie into his office and 
plained that he 


re quired additional 


p. He mentioned that there was 


her 


to hire a second secretary for 


ust 


00 much work for to do and asked 


him. 


ie demurred. saving that since the 
eweomer would report to him he ought 


sé lect the person hin S¢ i lle repl ed 


1961 


Bro an. 


( ompan Mis 


" , , , 

thal he wanted her advice on whom to 

vet, hee ui S¢ the fwo womel would have 
’ 

1o co-operate on the work. li nivile said 


ideal if he 


one like Varge. one ol the 


it would be could get some 


} 

emptovees in 
j ] 

the sfeno poot, Marge was a good worker, 


/ 


and Jennie had found it 


easy lo ae aiong 
with her. Since Wr. Brow: tked the idea 
of promoting rom tu ith n. he tho ight 
this was an excellent idea. 

He asked Marge if she would like to 
cork for him. laken py surprise, S/lé 
said she would be wittine fo try if hie 
had conndence in her. He assured her 
that if ought fo work out. espectally since 


f 
Je Viviile 


had suggested her. and asked her 


o transfer to his departme nt the follou 
ig u eek, He aiso promise d Varge a raise. 


Varge s boss. Vr Pe fers. re 


idea ol hat nig 


{/ first. 


sisfed the oO replace her. 


hut he finally agree d that she should 
try the post for Stx months. If she didn't 
like if. Vr. Pe fers said. she could come 
hele i, lo thre poo Tle also suge sted that 

there mere fimes cher she was not 
busy. she might he able to he lp in the 


pool, So Varese was all set for the 


thought 
The next day. Vr. 


and Jennie 


promo- 
tion—she 
Brown. 
conference 
{/ter their dis- 
Varge: “It's 


sel vou dont have fo leave the pool. 


Vr. Pe fers 


had a about the 


proposed arrangement 


CUSSION, Jenn c? reported fo 


a l l 


They decided you would be much happier 


u here 


vou are. Someone must have told 


Vr. Brown that vou really didn't want to 


change jobs. Im sorry it turned out this 
wav. but I honestly think vou ll be better 

off staving put! 
Vaturally. Marge 
alter having decided to try the secretarial 
Her 
delighted al the news. 
/ 


people i? 


was di sappointed., 


post. family and lr ends had heen 


and quile a jeu 


(Continued on page 45 





‘calietinstieetieeatienstienationtantiention 


Trade your 


button for 





Never again need the sound and 
fury of an impatient boss rock the 
office corridors! With the speed and 
efficiency of Oxford Pendaflex hang- 
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time, but cuts office costs as well. 
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WHICH SIDE ARE YOU ON? Be proud of the business letters and 
communications bearing your initials — whether they’re on the left or right side of the 
slant mark. 

Only training and practice can solve the mechanics of grammar, context, organization 
and typing. But PLOVER BonpD, the visibly better letterhead paper, can be specified 
immediately —to immediately improve the appearance of your letters. 

Any letter — from A to Z— looks better on the white, bright cockle finish of PLOVER 
Bonp. That’s important. Because the corporate letterhead is your company’s constant and 
frequent salesman. It carries a message far beyond the sense of the typed words impressed 
upon it. And if it’s PLOVER BOND it’s always an impressive message. 


No matter which side of the slant mark you’re on, be on the PLOVER BonpD side. Use 
it. Specify it. 


WHITING- PAPER COMPANY, STEVENS POINT, WISCONSIN 
se 
better papers are made with cotton fiber 
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® Wall Streeters like to talk about the history of their area. They'll tell you that three hundred years ago lower 
e) Manhattan was a blockaded Dutch settlement, constantly harassed by marauding Indians. In those days the “Street” 
was an Indian trail over which the New Amsterdamers drove their cattle. SA century later Wall Street was still a 
dirt track—pounded hard by the hooves of horses belonging to merchants and British and Revolutionary Army troops. 
General George Washington rode this track on the way to Fraunces Tavern where he said farewell to his men. A short 
time later, he stood on a balcony of the Sub-Treasury Building to take the oath of office as first President of the United 
States. Slt was a colorful and rich era in our history. But Wall Street today is no less colorful than it was three cen- 
turies ago. The Street covers only six narrow, winding blocks, from the East River to the Old Trinity Church. But at 
one intersection—Wall and Broad, to be precise—stands the New York Stock Exchange. And this building alone can 
create more headlines in one day than the Indians, Dutch, British and patriots did in one hundred and fifty years. 
SThe New York Stock Exchange is the financial center of the world. On its vast trading floor thousands of shares 
of ownership in America’s leading corporations change hands daily. But the people who buy and sell these stocks are 
not a select few. They are men and women from every section of the country, every occupation, every religious and 
racial persuasion and every walk of life. One out of every eight adults is a stockholder; 52.5 per cent of them are 
women; more than half are in the $5,000 to $10,000 income range. Wall Street no longer is limited by the boundaries 
of the old Dutch setthkement—it now stretches right to Main Street, U.S.A. $A good deal of the credit for this happy 
situation can go to G. Keith Funston, president of the New York Stock Exchange. When he took office some years ago 
he said “America will achieve a real economic democracy when additional millions of people own stock in publicly 
held companies.” Since then he has traveled extensively, spreading the word about ownership in American business. 
Today almost thirteen million people own shares—almost twice as many as ten years ago. $The job of heading the 
New York Stock Exchange is a big one—and the man who holds it obviously needs an able, flexible and competent 
secretary. In Nancy O'Donnell, Exchange President Keith —_ ton has found just that. Whether it’s the handling of 
voluminous daily business or acting as host to visitors, both Nancy and her boss have the situation well in hand. 


BY STANLEY ENGLEBARDT 13 
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KEITH FUNSTON completely belies the picture Soviet critics like to paint of “the typi- 


cal American capitalist.” He could easily pass for a university professor or even a mature Hollywood lead- 


ca 


#& 


$, Pg Ste ee 
iz 


ing man. More important, though, this tall, lean man brings to the world of high finance an intimate knowl- 
edge of the economic problems faced by the average American family. The president of the New York 
Stock Exchange certainly knows what it means to be poor. 

Keith Funston is the son of a Sioux Falls, South Dakota, dentist who turned banker. When his father’s 
bank failed in 1924, Keith was forced to finance his own way through college. Several scholarships, an astute 


investment in oil stock and a series of odd jobs 






















ak AES 


grocers helper, dog washer, newspaper subscrip- 
tion vendor—helped him through Trinity College 
in Connecticut (A.B. 1932 and Phi Beta Kappa) 
and the Harvard Graduate School of Business. 

“Keith was one of the busiest fellows on cam- 
pus.” one classmate recalls. “Yet, somehow. he 
managed to show up for all our fraternity’s 
dances and to teach Sunday School every week- 
end.” 

After working his way through both institu- 
tions. Keith became a research assistant for one 
year at the Harvard Business School. His formal 
business career started in 1935 as assistant to the 
vice-president in charge of sales at the American 
Radiator and Standard Sanitary Corporation. 
Three years later he became assistant to the 


treasurer. (Continued on page 46) 
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NANCY O’DONNELL 


7 try to save about fifteen to twenty minutes each day for Mr. Funston.” Nancy ex 





plains. “This doesn’t sound like much. But it does give him time for some uninterrupted 
thinking or reading. And the chance to do either is very important to him.” 

Nancy saves the time by getting others to handle calls, mail or projects that don’t require her boss’s special 
attention. “When | first came here. properly channeling telephone calls was the toughest part of my work. 
The phone buzzes constantly. Yet every call doesn’t require the personal attention of Mr. Funston. It took 
a while. but now | know which ones should go to him and which calls | can divert te someone else.” 

Nancy does this by finding out the nature of the call and then recommending. if possible, that someone 
else at the Exchange help. Usually this works. 

Equally important. Keith Funston adds, is Nancy’s ability to spot calls that should get through to him no 
matter what. “When the important ones come through and I’m away from my office, she tracks me down 
with the zeal of a private eye. 

Nancy says that there’s no formula or secret involved in telephone diplomacy. “It's just a matter of 
knowledge and experience.” 

Although Nancy talks like an “old pro.” it’s not because of many years on the job. She is young and very 
attractive. Despite her youth, though. she’s managed to pack a tremendous amount of excitement into her 
life. Her secretarial skills have taken her to foreign lands. brought her in contact with many celebrated 


people and won her numerous admiring friends. “You might say she’s (Continued on page 47) 
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@ Perhaps. like other working girls, heaven will protect 
her. For she certainly has few good friends here below. 
We mean, of course, the working mother. To many, the 
very idea of maternal employment suggests a grave 
threat to cherished ideals of faith, home and patriotism. 
To others, the working mother and the children she 
leaves behind are a constant source of professional con- 
cern and anxiety—of juggling 
legal statute against moral obliga- 
tion, against possible psychologi- 
cal need. At any given moment, 
freshly minted statistics attempt 
to prove that a mother’s absence 
from home is the direct cause of 
a whole assortment of social ills. 
Oddly enough, the few thoughtful 
conservative voices raised in her 
favor rarely get beyond the ears of the learned societies 
by whom they are heard. 

It may help us to understand today’s criticisms of the 
working mother if we realize how times have changed. 
In the past, the working mother had two alternatives— 
to work or to let the family starve. Today a married 
woman generally uses her salary as a supplement to that 
of the prime wage earner. Better educated and trained 
than her predecessor, she may hold an interesting and 
responsible job in which she finds enjoyment, quite 
apart from the money such work may bring. Yet she is 
stepping out of the traditional motherhood role at a time 
when popular opinion, social legislation and expert at- 
tention are approving or supportive. 

It’s “dismazing,” as my four-year-old says, that few 
professional observers consider the working mother in a 
way that could shed much light on her problems and the 
motivations of her critics. To our way of thinking, to- 
day's working mother is a purely middle-class phenome- 
non. Take the matter of absence from home. When 
young Mrs. Exurbia leaves the kiddies with Nanny 
and goes off to keep her personal and social engage- 
ments, the event passes without comment anywhere. 
When Mrs. Relief, Mrs. Migrant Worker, Mrs. Widow 
or Divorcee leave their children with a friendly neigh- 
bor or at a public nursery before going off to work, it’s 
the concern perhaps of a few social agencies. Why then 
does Mrs. Middle Class let herself in for disapproval 
when she does the same thing? 
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THE PLIGHT 
OF THE WORKING 
MOTHER 


We think that one of the significant answers is that 
the middle class is its own worst enemy. Today its vir- 
tues are warring with its ambitions in an economy that 
rewards on one hand the unionized industrial worker and 
on the other the college-trained technician and adminis- 
trator. The vast mass of white-collar workers, backbone of 
the old middle class, are caught in a financial and social 
squeeze, competing for goods, services and luxuries that 
were once practically theirs by right. 

Position depends, so to speak, on possession. Either 
middle-class ideas about thrift and cash payment have 
had to go by the board in time-purchasing or a second 
wage earner is necessary. And the parents’ ambitions 
for their children’s happiness and success demand cer- 
tain behavior and achievement from the child. Isn‘t it 
the devotion of the middle-class mother that has made 
the names of Spock and Gesell household words? 

To further complicate the picture, the middle-class 
virtues of independence and the value placed on educa- 
tion are transmitted to our daughters as well as our 
sons. Isn’t it the middle-class girl with her additional 
training and wider horizons who 
finds work more interesting and 
enjoyable more financially 
rewarding? At the same time, 
the middle class is historically 
distinguished by its awesome re- 
spect for convention. Solid mid- 
dle-class respectability . . . what- 
ever its positive meanings may be 
today . .. retains definite ideas of 
home and mother, wifely duty and fatherly responsibility. 

It is these conflicting trends, we feel. as much as the 
more widely blamed personal and family dissatisfactions, 
ambitions and tensions, that send today’s middle-class 
mother to work. Of course, she presents a challenge. . . 
a complicated challenge to government, to child welfare 
groups, to community aid and education facilities . . 
but primarily to herself and her family. 

How are they managing? Like stay-at-home mothers, 
they solve family problems in a variety of ways. Of 
course, some working mothers are in frank flight from 
home responsibilities. But others are truly eager to give 
the best mothering and wife-ing they can. Actually, 
they often tend to worry more about the quality of their 
family life than some stay-at-homes. They are perhaps 
more aware of the swift passage of time and of all they 
must do in a short, twenty-four hour day. In discus- 
sions with working mothers of my acquaintance, | am 
often deeply touched by the exceedingly high standards 
of work output, housekeeping and family participation 
activities that they set for themselves. 

What is more, they carry their burdens and solve 
their problems with virtually no help. Granted, they are 
still in the minority so far as their pattern of life is con- 
cerned. It is still disturbing that so few articles, so few 
booklets, so few sources exist which can give them prac- 
tical help. Unless a home situation becomes unendur- 
able, unless children become severely disturbed, unless 


illness strikes, the middle-class (Continued on page 42) 
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Vew 
make 


Year - Eve always inspires us to 


lervent resolutions 


turn over 


i new leat make a fresh start... in 
short. to “do those things that we ought 
to have done.” A too often. however. 
We slip hack into the familiar routine 
vithin a discouragingly short time. 
(One reason tor out speedy return to 


the comtortable old pattern. psycholo 


wists tell us. Is that we demand too much 


! our 


Impertect human 


\\ hen we boldly 


capabilities. 


vrite out lists of “must 


dos for the coming vear. we don't take 
into account the total picture, We shoot 
for the moon. without considering the 


nvolved pore launching proc Casts by whit hy 


ve must reach it. without building on our 


past successes ind iiures, oul knowled c 


ol others with whon we must work our 


| 


miracles of transformation and o 


own strength and limitations. Thus. fail 
ire is certain, because we have not taker 
ne proper steps to assure success, 

What can you. as secretary. do to 


reorganize 


your business relationships 

or the coming vear within reasonable 
voals? 

: . 

Begin hy manne Vou! own personal 


nventory of evervthing connected with 


mur job. vou! Doss. vou! co-workers ina 


our company. Thousands of firms make 


nnual or semiannual inventories, olter 


right after Christmas. in order to analyze 


the past year and chart their courses fon 


the future. You can adapt their methods 


of analyzing stocks. sales and = returns. 


lemizing assets and liabilities. drawing 


ip profit and loss statemenis and. finally. 


irriving at a balance sheet. 


196] 


HARTING YOUR 


COURSE 
FOR ’6l 


Plan to devote several evenings or the 


better part of a relaxed Sunday to plot- 


ting your personal balance sheet for L960 


and your blueprint for 1961. Go about it 


armed with plenty ol lined, double-col 


umned paper. sharp pencils. or your 


trusty portable. Resolve to be honest in 


setting down your pluses (assets) and 


minuses (liabilities) Otherwise. vou ll 


he no better off than betore you hee in. 


{nalysing your job. Perhaps you 


work for a firm in which there are written 


job specications tor each position, If 


vou have seen your own. then vou know 


the official concept of your job, its range 


of responsibilities and authority. its rela 


live position on the over-all salary scale 


and its limitations 


a) Regardless ot that. write 


your 
own iob description based on vou day 


hy day experiences Note the executive 


to whom vou re port id His position. | ist 


vour major duties. bre ikKing down the 


minor tasks under eacl ippropriate head 


ing. Include all the extras.” such as 


| | | | 
banking ithe recorad 


personal shopping. 


keeping chores lol boss. wting as 
oflice 


plover = il 


Voul 


hostess and guitce ior new em 


the department, handling the 


Christmas card list and special eitts lor 


clients anvthing that has become your 


BY 
PEGGY NORTON ROLLASON 


notes 


Keep your 


them complete, and o1 


re sponsibility. 
make 
them 


specia 
brief but 
eanize into daily, weekly, monthly 
or annual Occasions, 

b) Still under your job category. 
make a brief analvsis of your education 


and how you use it on the job. | Ist vour 


high school training. college degrees 
business school training and = evening 
school or special summer courses you 
have taken. Dont overlook company 
sponsored or in-service training pro 
crams. Note any special awards you have 
won, 

When fiven a choice, wi Courses did 


you favor? Are there some, taken to sat 


isfy a deep interest, that you have not 


utilized in vour career?’ Should thes lye 


followed with others to add to that know! 


edge. 20 vou will have something “extra 


special” to offer your employer? Is ther 


a specity business subject you must study 


before earning your next promotion? 


c) Closely related. but not quite the 


sine is Vou! ecu ition, are your special 
skills or real talents Do vou excel in 
writing letters to customers, or reporting 
company news tor the house organ? Doing 


researe h lor vour boss Ss spec hie s/ \I iking 


sketches that might ve utilized in con 


pany public itions or ads? Working up 


charts or other visual aids? Translating 


foreign letters? Keeping publicity scrap 


4 


books for clients of vour boss’ 
Do vou have talents vou could utilize 


in vour job but have never bothered to 


make known to vour boss? 


} i 


d) Analyzing the jobs that have led 


Continued on page 22 
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ye Resolutions: 


by Elinor Richey 


B Does the thought of makine New Year's resolutions 
stir up memories of past failures? Does the very men- 
tion of January | set you sighing over the weakness of 
the flesh and the perfidy of the will? Last year you were 
dutifully living on hard-boiled eggs and buttermilk 
when along came that irresistible dinner invitation. That 
one-night moratorium turned out to be the morale- 
breaker that vanquished your entire column of resolu- 
tions before the month was out. So this year you figure 
whats the use. 

Naturally. repeated failure is discouraging. But don't 
let it lead you into the mistake of giving up making New 
Years resolutions. You cant tell where such com- 
placeney might lead. Possibly into not pinning up your 
hair because it will only droop again or leaving you 
shoes unshined because it looks like rain. One fine 
morning you might even find yourself rationalizing 
against vetting out of bed. 

After all. who amone us can afford to close this door 
to self-improvement? While | don't always keep all of 
my resolutions, | am greatly in their debt. | have them 
to thank for conquering two bad habits that) once 
blighted my life. Now that | no longer count cracks in 
sidewalks. | have more time for lofty concentration. 
And my public relations have improved considerably 
since conquering my compulsion to carry pencils away 
from information desks. 

I'm for preserving this fine old tradition, and toward 
this end ve been conducting a survey among my friends 
to find out just why their resolutions failed. My findings 
hoil down to this: Resolutions fail because they are not 
designed for the people who are supposed to keep them. 

Take Rosemary's, for instance. Rosemary is the kind 
of person to whom you can recommend a lesser Con- 
fucian poet. and within three weeks she will be quoting 
from his lesser-known works—the ones you haven't 
gotten around to in three years of study. But the thing 
is. Rosemary focuses her enthusiasm and energy so 
wholeheartedly on doing. she has none left for not doing. 
Anyone can see that this wholly positive girl would best 
frame her resolutions as challenging do’s. That is, any- 
hody but Rosemary. 


What did she do but tie herself to an entire column 
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of don'ts. A few of the items she blithely forswore were 
coffee. French fries. ice cream. gossip. losing her tempet 
and biting her fingernails. Encumbered with this tail 
weight. Rosemary's kite dipped and tugged. Finally it 
came crashing down into a sea of failure and _ self- 
recrimination. 

\ pattern fer conduct. like a pattern for a pair of 
pajamas. must not overlap its material. Your material. 
remember, is the real you. not the one your ego en- 
visions. Let's say. for argument’s sake. that you have an 
uncontrollable weakness for the telephone. Life seems 
incomplete when you are off the line. You realize your 
friends find your incessant babblings somewhat less than 
fascinating. You have detected sighs and subterfuge that 
were meant to be concealed. and you have detected sighs 
and subterfuge that were meant to be explicit. You vow 
to master this inclination. But again comes that leaping. 
insistent desire and your hand flies for the telephone. 

Now. you havent a chance in the world of kicking the 
habit overnight. You might. however, summon enough 
stamina to restrict yourself to a ratio—-say. three calls to 
their one. But maybe the most you can manage. as a 
starter. is to withhold this delight until after eleven 
oclock in the morning. [| curbed my weakness for 
watching dimestore demonstrations. not by resolving to 
ignore this attraction but by limiting my attention strict- 
ly to five minutes. 


After vou've assessed the timber of your backbone. 


set your sights for character flaws——those little quirks 
and foibles you usually prefer to ignore. Look them 
straight in their shifty eyes and call them by name. 
They can be useful. Since New Years morning isnt 
always conducive to luc idity, here’s an exercise to cleat 
the mind and start the honesty flowing. Think back over 
your New Years Eve celebration with your friends and 
decide if there was any portion of your conduct that 
you would leave out. if given the opportunity. Looking 
at it coldly. you may speculate on what quality in you 
motivated that impromptu interpretation of a Siamese 
harvest dance. 

All right. So you like to attract attention. Don't feel 
bad about this—you can trick this trait into working 


lor you. By publicizing your resolutions among yout 
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daily associates you can turn your battle of the will into 
a stellar performance. It will be easier to give up smok- 
ing if everybody is marveling at your endurance. by 
the same token. if you have vowed to give up light read- 
ing in favor of the great books. you won't be caught 
with a copy of “Murder in a Space Capsule.” 

Are you a conformist? Are you happiest when going 
along with the crowd? Then you'll profit by enlisting 
your friends in group resolutions. Shared projects will 
give you a cozy feeling of belonging that will soften the 
sacrifice, while your companions’ progress will provide 
inspiration. If you've forsworn gossip, for example, and 
you overhear an interesting “bit” about the president's 
new secretary, youll be better able to hold your tongue 
if you know others are suffering the same frustration. 

Group projects are fine, too, if you are the sort who 
blooms in competition. The norm that is a pattern for 
the conformist is for you a challenge, a mark to surpass 
And if the contest is pound-shedding, passing up a 
second serving of Ecstasy on Patty Shell can seem a 
satisfying act of aggression. 

You may be one of those who need to gloat just a little 
in order to do your best. You reach your greatest peak 
of attainment when you feel securely superior. For you. 
open competition would be risky. Insure success Ivy 
teaming up with a single contender, one selected to give 
you the edge. If you would curb your craving for 
sweets, seek out an advanced fancier who upon waking 
is tantalized by visions of butter mints and chocolate 
drops. Contrasting her early morning struggle with your 
serenity at that hour may generate enough smugness to 
carry you through your coffee break. 

(re you a loophole seeker? Now, you may be seri] 
lousness itself when it comes to following rules, but this 
very exactness makes you spot loopholes and take ad 
vantage of them. Imprecise words and a want of defini- 
tion in your resolutions may be your downfall. Look at 
Joan. She managed to keep all of her resolutions but 
two. the flubbed ones being vows to answer letters 
promptly and to stop smoking. Her correspondence 
continued to go neglected, plainly for lack of a time 
specific. As for cigarettes, she gave them up all right. 


while pacifying herself with (Continued on page 41) 
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?’S COLLECTION TIME.......: 


BY MARILYN FRENCH 


@ The list is made up. the rounds are made, the hand 
is out... for Nancy who's having a birthday. for Mrs. 
Jones who's home with the flu. for Joe who's leaving for 
the Army. It’s collection time . .. again, and again and 
again. 

Office collections—in fact—have become so customary 
that many secretaries plan for them as part of their 
regular expenses, along with carfare and lunches. But 
overdoing the hat-passing can become time consuming. 
expensive and annoying. In a survey made by the Dart- 
nell Corporation, Chicago. the office women polled re- 
ported giving from $4 to $20 a year to such collections. 
Attending the presentation luncheons and dinners also 
added to the tab. One secretary said that it would cost 
her $50 to $75 a year if she gave to every collection and 
attended each celebration dinner. 

Secretaries who have congenial co-workers and enjoy 
remembering them on important dates give cheerfully— 
provided that the occasion is special, the recipient has 
worked with them for some time and is someone they 
like. and no “quota” is set for individual donations. 
Everyone felt that contributions should come from the 
heart. rather than from the need to conform. 

Quite a few women thought that collections have 
gotten out of hand. An eastern secretary said that she 
had discussed the subject with many people at various 
times. “They all are against collections,” she reported, 
“although most of them will participate rather than be 
known as a ‘bad fellow.’ ” 

The chief complaints concerned giving gifts on any 
and all occasions, donating to collections for “transients” 
who have been working in a company for a short time 
and the selection of gifts. One secretary, who doesn’t 
mind giving towards a wedding or birthday present. felt 
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that this situation was the last straw: “A girl lost her pay 
envelope, and her co-workers were asked to make up her 
week's pay.” 

These aspects of office collections haven't escaped the 
notice of the wits. In a recent picture-and-caption book, 
How Were Things at the Office. one photo depicts a 
thunderstruck boss being asked to pony up because 
“We're making a collection for Miss Smith’s boy friend. 
He was badly injured in a sports-car race.” And a 
magazine cartoon showed a girl passing a box for dona- 
tions to a stranger in the office. Her boss protested, 
“Miss Gilkerson! We haven't even hired him yet.” 

While secretaries sympathized with associates who 
were sick or injured, they felt a line should be drawn 
when a collection is made for someone who has a minor 
illness or goes to the hospital merely for a checkup. 
Gifts for comparative newcomers or little-known people 
from other departments were also frowned upon. 

The majority thought that more common sense should 
be used in selecting gifts, too. In a midwestern office, 
for example, an employee who has more time than the 
rest takes up all the collections. She loves to bustle 
around playing fairy godmother to anyone who is ill or 
has a birthday or other special event coming up. How- 
ever, her choice in presents—no matter what the occasion 
or how slight the reason for observing it—runs to her 
pet appliance, an electric mixer. One co-worker ex- 
ploded: “If one of the girls had a hangnail, Josie would 
take up a collection—and give her a mixer.” 

In another case, the “official shopper” collected for a 
farewell present to a woman who was moving to her 
son’s farm in the hinterlands. The gift-buyer purchased 
a white leather suitcase. She didn’t consider the luggage 
impractical; in fact, she boasted that the suitcase was 
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“exceptionally heavy—and the very latest thing.” 

Retirement gifts are a source of irritation to some. 
One secretary felt that the standard gift of a watch is 
somewhat ironic. “It seems odd to give someone a 
watch when you know the retired worker probably will 
have time on her hands.” A Chicago company solves 
this problem by selecting presents—woodworking equip- 
ment. travel accessories, and the like—that fit in with the 
retiring person’s hobbies or special interests. 

\ secretary who has toured Europe several times was 
annoyed when the staff didnt consult her about the 
present for a woman making her first trip abroad. She 
thought that their choice was a waste of money. “They 
gave her French perfume!” she exclaimed. “She’s going 
to Paris, and she could buy the same thing there for half 
as much.” 

One way to avoid disappointment is to discreetly 
question the giftee about her likes and dislikes. A recent 
bride was embarrassed by the wedding present from the 
oflice gang. Her club members had given jer a lamp 
that “looked like a pot-bellied stove.” She described the 
eyesore in detail to her co-workers; their reaction was 
rather cold. When she opened the big box on her desk, 
she understood why. Inside was a pair of lamps identi- 
cal to the one she had been moaning about. 

However, asking the recipient what she prefers has its 
drawbacks. A collection was taken up for a woman who 
was leaving the firm for a much better position. Her co- 
workers donated towards a “lasting remembrance.” The 
payoff came when the collector tried to find out what the 
employee would like to have. The beneficiary told her 


pointblank, “Don’t bother picking out a gift. Just give 
me the money!” 


The secretaries who took part in the survey mentioned 
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other snags in the custom of office collections. Inequities 
are hard to avoid. For instance, the single woman with 
a good deal of seniority may have contributed to wedding 
and shower gifts for twenty-five or thirty years, although 
there is not much chance that a similar collection will 
ever be taken for her. Then, too, when collections come 
too frequently, one person may be slighted. In a small 
company, two secretaries announced wedding dates that 
fell a week apart. The collection for the first bride-to-be 
amounted to a healthy sum. When the second fund was 
started a few days later, the staff was not so generous. 

Another flaw crops up when one person is expected 
to handle all or most of the solicitations. No one con- 
siders the imposition on her time and energy spent in 
collecting money, shopping for and wrapping presents 
and making the rounds to let each donor sign the 
eift card. 

Secretaries can do several things to bring office col- 
lections back into the realm of good taste and sensible 
limits. Here are a few rules for keeping them under 
control: 

® The occasion should be important enough to 
warrant a gift—wedding, retirement, birthday or very 
special event. 

¢ The recipient should have several years of service. 

© A close friend of the recipient should handle the 
collection and shopping. 

e Only friends and close associates of the recipient 
should be approached. 

© The amount to be contributed should be left up to 
the individual. 

@ Anyone who does not wish to contribute should feel 
free to pass up the collection. 


e The shopper should keep (Continued on page 48) 
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’6l Continued from page 17 


to this one, list all you have held, from 
summer counselor or waitress to part- 
time vacation jobs, volunteer work and, 
of course, your previous full-time jobs. 
Is any pattern revealed here that might 
be developed further on your current job 
or perhaps tied in with those favorite but 
unused courses? 


Question: From the standpoint of 
furthering your own career, are you solv- 


ing the problem—or are you part of it? 


Analyzing your boss. Since each 
secretary's day is vitally and inescapably 
linked with that of her boss, let’s turn 
to him, the most important person in your 
business life. 

a) What about his personality? Do 
you like him? Do other people—his fel- 
low executives, your co-workers, the com- 
pany s customers and suppliers—respect 
him? Liking or respecting is not simply 
a matter of good looks, a hearty hand- 
clasp and friendly manners. It’s based on 
whether your employer is basically a man 
of integrity, knowing his job and taking 
pride in doing it well, able to handle his 
relationships with employees, customers 
and fellow executives successfully. (Sure, 
everybody gripes about the boss occasion- 
ally, but is the griping chronic or merely 
induced by passing problems that are 
solved by him before they become dan- 
gerous to department morale?) 

b) What about his business meth- 
ods? Is he well organized? Does he help 
you to be the same by respecting your 
necessary routines and helping you es- 
tablish priorities? Is he always learning 
and passing that knowledge along to you 
in ways that help you understand and do 
your job better? Does he delegate new 
responsibilities to you, helping you find 
time to do them? Does he accept your 
suggestions with interest, use them when 
he can, and explain why when he cannot? 
Does he offer his criticism privately, his 
praise publicly? Does he make you feel 
like a partner, not a robot? 

If this list of executive virtues (and 
not even the best boss will have them all) 
leaves you gasping, “Who—my boss? He 
never says thank you, doesn’t think I can 
do anything without constant supervi- 
sion, never lets me help him with the 
really exciting jobs ...” then some care- 
ful thought may reveal that you have not 
shown him your eagerness to be more of 
an executive assistant. 

Perhaps you can recall an instance this 
past year when he tried to delegate a new 
responsibility to you and you backed off 
hastily. If you went back to your desk 
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muttering, “You'd think I have nothing 
to do—all this mail to get out today, an- 
swering his phones constantly, running to 
the files, finishing the minutes from yes- 
terday’s meeting. Now he asks me to do 
some research for him on that report the 
front office wants! Let him do it himself 
—lI'm too busy.” 

Too bad you got away with that rebel- 
lious “slow-down.” A little thought and 
perhaps a conference with your employer 
on what could be set aside while you 
visited the company library or tackled 
the files for the statistics he needed could 
have paid off in his deepening awareness 
of your ability to manage more than rou- 
tine chores. This, and similar assign- 
ments, might have opened a whole new 
avenue of opportunity for you. 

c) In your daily relationship with 
your boss. are you cheerful and friendly? 
Do you consider his needs first, your own 
second? Are you always willing to do the 
unexpected? Do you work overtime when 
necessary without punishing him by dour 
looks or by arriving late the next day? 
Are you flexible so that sudden changes 
in his priorities do not throw you into a 
tizzy? Do you use your imagination, initi- 
ative and ingenuity in every task? Are 
you constantly loyal to him? Can you 
keep his business secrets? Do you show 
you are proud to be his secretary? 


Question: As your boss’ best ambas- 
sador, are you solving his problem—or 
are you part of it? 


Analyzing your co-workers. The 
secretary, more than anyone else in the 
office, enjoys a unique position as liaison 
between her boss and the rest of the 
world. Therefore, her responsibility for 
getting along with all sorts of people is 
far greater than, say, the mail clerk’s. 

a) How do you get along with others 
in your firm—the salesmen, the stenog- 
raphers and typists who help you with 
peak loads, other secretaries whose 
bosses work closely with yours, older em- 
ployers in every capacity who may regard 
you as too young for the job you hold or 
too recently with the firm to understand 
the procedures and traditions they cher- 
ish, the receptionist whose position is 
that of queen bee among the older women 
staff members, the stock boy who thinks 
his fresh remarks are side splitting, the 
irritable executive who insists on seeing 
your employer at the most inopportune 
times? 

b) Do you respect their individual 
rights, understand their problems, appre- 
ciate the circumstances that have made 
them feel so fiercely protective about 
their own bailiwicks? Do you enjoy their 


good points and try to ignore their fail- 
ings? Do you keep from indulging in 
office gossip and petty quarrels? Do you 
refrain from flaunting your boss’ senior 
position in your speech and attitude? 

c) When working with others, do 
you observe those important little pass- 
words, “please,” “thank you” and “you're 
welcome”? When you cannot avoid mak- 
ing a criticism, do you always consider 
the other person’s feelings by compli- 
menting the well-done aspects of the job 
and then phrasing the criticisms as sug 
gestions? 

d) Have you ever analyzed the store 
of little- 


your co-workers has contributed to your 


but important—things each of 
business knowledge? Shortcuts in han- 
dling large mimeographing or mailing 
jobs, tricky habits of some seldom-used 
office machinery, reasons for complicated 
procedures, tips on office taboos, all 
passed along for your benefit. Have you 
tried to do the same thoughtful things 
for others? 


Question: As a key co-worker, are 
you solving others’ problems—or are you 
part of them? 


Analyzing your company. Beyond 
your employer and co-workers, there al- 
ways looms the comfortable substance of 
your company. But what do you actually 
know about it? 

a) Do you try to keep up with all 
its major developments, through the house 
organ, company advertisements, annual 
reports, literature prepared for custom- 
ers, plus the business pages of newspapers 
and magazines? Can you answer out- 
siders’ questions about company history, 
traditions, products and services? Do you 
know all the major officials by name and 
title, what the various divisions and de- 
partments do, where the branch offices or 
factories are located? Do you know how 
your company rates on the stock market 
and on the national and international 
scene? 

b) On the more personal level, you 
know all about salary, vacations, holi- 
days, sick leave, hospitalization, insur- 
ance and retirement plans. But what 
about the company library stocked with 
publications to help you understand the 
business world in which you work? Is 
your firm one of the many that provide 
in-service training or special courses for 
its employees? Does it pay all or part of 
your college or business school tuition? 
Does it provide scholarships for em- 
ployees’ children? Will it match your con- 
tributions to your alma mater? Do you 
have the privilege of joining or forming 

(Continued on page 50) 
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To take to sunny climes now, to 
dash. Stark white pants, tapered 
to fit, cre topped by a boldly 
striped tunic. From the Jacques 
CUMS) lariat imac claii mils 
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BELOW: The big news here, fabric—Supima 
cotton, printed and finished by Cranston 
The dress: straight, slim, sophisticated. 


The print: a mass of orchids in turquoise, 


cobalt, green, white. Designed by Polly 
Hornburg for Calypso. About $35 
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LEFT: Colors—turquoise, pink, green—to shine 
under Old Sol’s rays, whatever the time, what 
ever the place. Cotton paisley, hand screen- 
printed by Cranston, makes an ideal sundres 
with great back interest. Designed by Melbo 
Hobson for Mr. Gee. About $25. 











ABOVE: A blouse that goes anywhere 
from the office to a Southern hegira 
Simply styled with a soft collar, short 
sleeves, and butterflies—a bevy of 
them for beauty. Easy-care dacron 
ond cotton. White with butterflies 

n color, or pastels with matching 
butterflies. Sizes 28-38. $3.98 

By Ship ‘n Shore. 


RIGHT: For more casual moments— 

2n overblouse striped in all the exotic 
olors of Tahiti. Roll-up sleeves, high- 

2anded collar, a belt to make much of 
small waistline. Sizes 28-36. The price 

$3.98. A Ship ‘n Shore blouse. 
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@ To the career girl — or to any other girl for that mat- 
ter — a poor complexion is a double-barreled problem. 
There’s the unhappiness of the bad skin itself, plus, in 
many cases, the inability to get expert advice and treat- 
ment. In a big city, when such a problem arises, it may 
be fairly simple to solicit the aid of a beauty expert, But 
when it’s every woman for herself, heaven help the suf- 
ferer who doesn’t know her own skin. For if she doesn't 
have this self-knowledge, how can she know how to treat 
the many ills that can befall a complexion? 

Understanding your own skin is not so easy as you 
might think. You may, for example, state unequivocally 
that you skin is dry. What you could mean is that it has 
dry areas or patches — possibly caused by exposure or 
improper cleansing. Or you may say that your skin is 
oily and you know better than to cover it with creams. 
But you overlook the fact that your throat and the areas 
around your eyes need creams, even if the rest of your 
face does not. Or you may go along all summer thinking 
you have a normal skin, only to have it become oily and 
blemished in the fall. And you find out then that the sun 
didn't help it, as you thought. Instead, the burning rays 
caused it to contract slightly, covering up the unpleasant 
oiliness — but only temporarily. 

Just how can you determine what kind of skin you 
have? A simple, two-step program is the answer. 

Step number one involves a session with a mirror — 
preferably the magnifying kind — and a strong, clear 
light. Take a long honest look at your “naked” face. Note 
blemishes, lines, dry patches, enlarged pores. Note, too, 
that... 

Dry skin can be recognized by a fine-grained poreless 
look, a tendency to little lines (these become deeper and 
longer with neglect), parched areas and roughness. Such 
skin feels taut and tight after a bout with winter's ele- 
ments. It’s inclined to chap and flake. And powder clings 
not; instead, it flies off or. worse. adds to the flaky effect. 

The outward signs of oily skin, on the other hand, are 
usually open pores and blackheads. Often the top layer 
may feel dry, taut and flaky, especially in cold weather. 
This may be caused by the use of cosmetics and soaps 
that leave the outer skin in a parched condition. But the 
oil glands underneath remain overactive and plugged up. 
The unhappy results: blackheads, pimples, even acne. 

Into which category do you think your skin fits? 

Even after careful study you may not be quite sure of 
the answer. So pay heed to step number two .. 

Ask an expert. And this makes the second step more 
dificult than the first. For true experts . . . people who 
really know what they're talking about .. . people who 
will give personal attention to your problem . . . people 
who can give you the right advice . 
find. 


.. are often hard to 


All of us have gone through the department-store rou- 
tine, for example. We walk in hopefully, yearning for the 
products that will make us look our very best. Inside we 
are faced with an array of counters, each one devoted to 
the products of a certain manufacturer. Behind each 
counter, a saleswoman ready to push her products to the 


exclusion of all others in the store. We question, we listen, 


January. 1961 


we leave, clutching a fistful of expensive preparations 
that feel soothing, smell beautiful, promise wonders . . . 
and deliver nothing. Why? Because they were not chosen 
with us in mind. We were made to fit the products rather 
than the products made to fit us. 

Hence we feel that you should choose your skin expert 
with great care. We have a special favorite — Georgette 
Klinger — here in New York. Naturally, many of you 
could not consult her personally, so she has prepared a 
Skin Examination chart that is available to women of all 
ages. The chart has ample space for you to make a de- 
tailed explanation of your own skin condition and prob- 
lems. From this information, Miss Klinger can make an 
analysis of your complexion and suggest proper treat- 
ment for it. (Where to write? See the bottom of the page.) 

This brings us to another important facet of the “skin” 
subject. Once you have discovered just what type of skin 
you have, you must learn to care for it properly. 

The Golden Rule of skin care is basic and simple. 
Avoid problems by spending at least as much time re- 
moving make-up as in applying it. 

Daily care is essential, Healthy complexions are the 
result of one thing only — proper cleansing. This cannot 
be accomplished with soap. Marvelous though it may be 
for other parts of the body, it acts as a drying agent on 
facial skin. It does not reach deep into the pores to cleanse 
them of impurities. Rather, it seals in the natural oils 
together with the dust and impurities that the oil collects. 
The inevitable outcome — enlarged pores, pimples and 
blackheads. Again, cleansing is an individual matter. 
Each skin type requires a special type of cleanser. 

The woman who can't have a weekly skin treatment 
given by experts should spend one hour each week on a 
home treatment, the type depending on her particular 
skin condition, Everyone's skin needs a weekly steaming 
with an herbal brew in order to reach impurities in the 
pores. To this may be added a cleansing mask for the skin 
with blackheads, a hot codliver oil mask for the sensitive 
skin or a hot sulphur mask for the erupted skin. 

Too often, women rely on overnight creams instead. 
These are beneficial only in cases of extreme dryness. 

Eye cream, however, is a “must” for everyone over the 
age of twenty-five. It should be a rich, heavy cream that 
really adhefes, otherwise it does not penetrate. It should 
be used not only at night but also during the day when 
laughing, squinting, every change of expression in fact, 
cause lines to develop. 

Another common beauty mistake is to ask others what 
color lipstick or foundation they use. You must realize 
that what looks well on your best friend may produce 
just the opposite effect on you. Colors turn, depending on 
skin quality, coloration, texture. Foundations are de- 
signed for skin types. Choose one that suits yours. Then 
apply the right make-up in a way that enhances your 
features, Please, no attempts to startle or over-do. 

To get Miss Klinger’s analysis free of charge, write to: 
Georgette Klinger, Dept. TS, 501 Madison Avenue, New 
York 22, New York. She'll send you a skin chart to fill 
out, analyze your comments and write to you about your 
particular needs, 


















SYNOPSIS. Daniel Wilcox, president of United Broad. 


casting Afhliates, was retiring and wanted as successor the 


| a 
© man with the creative mind who could sell himself and his 

ideas. Joyce was sure her boss, Barry Lindstrom. was right 

for the job but she knew his innate faith in people's good 

intentions made him the easy prey of the brain-picker type, 

She knew, too, that Jason Trent’s small regard for ethics en- 

abled him to use his associates—especially the creative ones 

to get to the top. While Mr. Lindstrom was shushing Joyce's 


warnings, Trent was busy impressing Mr. Wilcox with a 


clever advertising idea—one given him by Barry Lindstrom, 


Trent was laying the groundwork, for he knew that at the mo- 

ment Mr. Wilcox wanted for LBA the very ripe plum of Les 

9 Freres Blanche, perfumers, who were contemplating a net- 

work change and that the UBA executive who could land 

\ that account might well turn out to be Mr. Wilcox’s sue- 
cessor. 
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“It would hardly 
be in Mr. Lindstrom’s idea 
le. Mr. Trent.” 
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To The Teacher— 


In business, January is often the 
month of inventorying—counting all 
the physical stock, assets, and lia- 
bilities to learn the company’s net 
worth for the past fiscal year. 

In education, January is also the 
month of inventorying—testing and 
evaluating the knowledges, attitudes 
and understandings acquired in the 
first half of the school year. 

This month’s TEACHER’S SEC- 
TION has been planned with this idea 
in mind. A check list, correlated with 
the article, “The Human Side,” has 
been developed for the students in 


Analysis of 
Today's Secretary Articles 
By Subject 


preparation “for their first jobs. On 
the following pages are suggested 
bulletin board displays including ten 
rules for a successful worker. 

The shorthand puzzle is an inven- 
tory of shorthand spelling. Firially, 
an inventory of reading skill is pro- 
vided. This is a test of the retention 
and application of grammar, word 
usage and current business practices 
discussed in the current issue. 

It is our hope that your class in- 
ventories will show a large capital 
gain. 

Joan Sivinski Handal 


Editor, TEACHER’S SECTION 
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HUMAN RELATIONS PROJECT 





After reading “The Human Side” 
on page 11 

1. Discuss with the students the 
importance of good human relations 
when working in a company. 
Through discussion, lead them to 
realize and understand that they will 
undoubtedly take their present. atti- 
tudes and feelings with them on their 
first job. These attitudes and feel- 
ings can either help them in their 
work or hinder them. 

In Jennie’s case her employer is 
most patient and understanding; in 
most cases the employer would decide 
that Jennie was not indispensable 
and find two girls—one for Jennie’s 
position and one for the overflow 
of work. 

Tell the students that most em- 


ployees are asked to leave a firm 
because of a personality trait. Yet 
in most cases, it is the policy of the 
company just to ask a worker to 
leave, not to tell him the exact rea- 
son. (This is the case because em- 
ployees usually will not accept this 
information from the employer as a 
help but rather as an insult. Often 
employers are accused of damaging 
an employee’s character. ) 

2. In order to avoid such unhappy 
experiences, students should look -at 
their personalities critically now and 
inventory each phase of their per- 
sonality and decide which phases 
need to be corrected. A check sheet 
is provided at the bottom of this 
page. Duplicate a copy for each stu- 
dent, using a 70-space line. 


Yes No 
l. AmI friendly with the new classmates in school or do 
I select the new classmates with whom I want to be 
EPEROGIO? . on 6s h6 2 CCRC em 2.03 Gah be © > 04d mb ame edne a ag A 
2. Do I smile when I am first introduced to someoné?... Oo}: 6 
3. Do I do favors for others without expecting them to 
do favors for me in return?........cceeeceececdcess (ors £5 
4. DoTI look for good points in people and overlook 
their WeekneeMGMl «.o.cig ode bo nck bo bch Deeds ns ee dus cee Ci: C3 
5. Dol give others full credit for what they do or do 
I say they have all the "breaks"?.................. ti) - 6 
6. Do lI get suggestions from others and follow some of 
Chews LEOAS? ovo ccs sbad ob to sue aise © th epehk atkins ks ie Be 
7. Do I think of the other person or do I only think 
how I personally can be helped?...........is....5-. F}«2 0) 
8. Do I get discouraged when others disagree with me?.. ees 
9. Do I do unpleasant jobs without trying to get some- 
OO Olad to Go THOM isk si oe ip ws cwewes oete Us eetes ows i - 
10. Do I admit my blunders to myself, without blaming 
myself?........... Re’ Ae Re gt ball bh wib-n 0 6.0 4 SG oo 
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FOR BULLETIN BOARD DISPLAY 





1. Here is a list of ten rules for 
success at work, prepared by Dr. 
Donald A. Laird’ that you may want 
to use for a bulletin board display. 


RULES FOR SUCCESS AT WORK 


1. Train yourself for the job above 
you. 

2. Train someone to fill your job. 

3. Boost the boss up the ladder and 
follow him up. 

4. Read or discov: something new 
about your work every week. 

5. Spend at least a half hour each 
week thinking over new methods 
or improvements. 

6. Like the people you work with or 
at least pretend you do. 


1Page 108 of THE TECHNIQUE OF PERSONAL 
ANALYSIS; McGraw-Hill Book Co., Inc. 


7. Like your work, even if you have 
to pretend. 

8. Keep your mind on the benefits 
your work gives others, not on the 
pay check. 

9. Extra effort pays off eventually. 

10. What you put into your work fore- 


casts what you will get out of it: 


in the long run. 


2. After reading the Article, “Chart 
Your Course for 61,” on page 17 
prepare the display shown below. 

Use these lists for the first week. 
Appoint one student to be in charge 
of completing the chart for each day. 
If the class as a whole responds favor- 
ably throughout the class hour to an 
asset, then a check mark should be 





ASSETS Tue Wed 
Punctual 
Well Groomed 
Considerate 
Tactful 
Resourceful 
Enthusiastic 
Kind 
Independent 
Mature 
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Fri 


CHARTING 


LIABILITIES Mon Tue Wed Thur 


Willy-nilly emi, Sas 


Always late 


Sloppy 
Domineering 
Pushy 

Never an idea 
Sad sack 


Nasty 


Flighty 





Fri 


: 


YOUR | | 


; f 








FOR BULLETIN BOARD DISPLAY 





placed in the asset column for the 
corresponding trait for the current 
day. If the class as a whole reacts 
unfavorably throughout the class 
hour to an asset, then a check mark 
should be placed in the liability 
column on the line opposite the asset 
line. At the end of the class hour, the 
checker for the day should place a 
plus -sign in the present net worth 
column for each of the assets checked 
for the day. A minus sign should 
be placed in the net worth column 
for each of the liabilities for the day. 

For the second week, have _ the 
students compile lists of important 
work traits and their opposites. Use 
these lists in place of the first week’s 
list. 











COURSE 


| WET WORTH Mon Tue Wed Thur Fri 
| Dependable Sabai. <rdaoodal *’ © ddadd 
Punctual 

Well Groomed 9 ____ 
Considerate 
Tactful 
Resourceful Sapo 
Enthusiastic 


Kind 


Independent dees’ gull: :t etdioas 
Mature 








3. Here is a list of resolutions that 
every good student and employee 
should adopt as a set of principles. 


The Good Office-Practice- Student 


1. Follows directions well. 

2. Accepts constructive criticism in- 
telligently and graciously. 

3. Proofreads accurately and checks 
against record. . 

4. Uses all office-practice, time to 
good advantage. 


5. Knows where to find all supplies. 


6. Puts working materials away at 
the end of the period. 


7. Works efficiently on machine as- 
signments. 


8. Gives evidence of initiative, de- 
pendability, and a deep sense 
of responsibility. 

a. Attacks the job intelligently: 
Plans the assignment to get 
the best results. 

b. Keeps at it until the job is 
done. 

c. Asks essential questions; 
avoids asking unnecessary 
ones. 

d. Feels free to make construc- 
tive suggestions. 

9. Works co-operatively with the 
group in the “give and take” of 
successful teamwork. 

10. Is not satisfied with “‘good 
enough,” but always does his or 
her very best. 
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FOR STUDENT DISCUSSION 





After reading “Financial Center 
of the World” on page 13 

1. Plan a discussion about stock in- 
vestment. 

When a new business is launched, 
its first need is usually money. One 
method of getting the money is to 
form a company and sell shares of it 
—common stock—to a number of 
people. 

The people who buy this common 
stock are part owners of the business. 
In proportion to the number of shares 
they own, they participate in the for- 
tunes of the business. If the com- 
pany grows, the value of the stock 
ordinarily grows, and if the company 
earns money as time goes by, part of 
it is usually distributed to the owners 
of the stock in the form of dividends. 

If a company needs money to ex- 
pand, more common stock may be 
issued and solc. Or, as often occurs, 
the company may sell preferred stock 
or bonds. The difference is this. 
Owners of preferred stock usually get 
the same dividend per share every 
year, regardless of any future growth 


in company profits. In. lean years, 
they may be paid no dividends at all. 
But, if dividends are paid, they go 
first to the owners of preferred stock. 
This discussion will be limited to 
common stocks. 

Five easy steps to investing are: 

1. Budget carefully. Figure out 
how much is needed for regular liv- 
ing expenses—food, clothing, rent, 
etc. Look over your savings and in- 
surance to make sure there is enough 
to cover emergencies. Then decide 
whether you should invest, and how 
much. 

2. Determine what you would most 
like to accomplish: growth in the 
value of your holdings, income from 
dividends, preservation of principal, 
or protection of the purchasing power 
of your money. 

3: See a member firm of the two 
basic exchanges—New York Stock 
Exchange and American Stock Ex- 
change. 

4. Get basic facts about companies: 
read their prospectus, profit and loss 
statements, etc. 

















1960 Sales in Net 
High Low Stock Div. 100s Open High Low Close Chg. 
575% 4044, Borden 150 46 55% 57% 554 57 +1% 





This line deals with the common stock of Borden, Inc. The two figures before the company 
name shows that during 1960 the highest price prior to this day’s transactions was $57.62' 
per share and the lowest was $40.25. The “1.50” after the name indicates that the latest 
dividend declared is $1.50 a share. The next figure shows that 4,600 shares were traded on 
the preceding day. The next four figures record transactions during the day—the first 
or “opening” one, the high price, the low, and the last or closing. The last figure +1¥% 
means that the last trade was $1.12 more than the last price of the preceding day. 
‘ 
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FOR STUDENT DISCUSSION 





5. Decide how you want to invest, 
whether with a lump-sum payment or 
through a monthly investment plan. 

Commissions charged by stock ex- 
change member firms for buying and 
selling stock average a little more 
than 1%. 

Follow the discussion by having 
each student assume he has $10,000 
to invest in common stocks, From the 
daily newspaper have each student 
select at least two, but not more than 
five stocks of his choice, and buy 
shares at the current price. Our. ob- 
jective is growth of capital. Have 
them chart the daily progress of these 
stocks. (Stock tables are easy to read. 
A sample line is shown on the other 
page.) Allow each student to make 
one switch during the month’s project, 
using the amount of money available 
from the stock he is selling. Each 
student should be reminded that 
every time a stock is bought or 
sold a broker’s commission is in- 
volved, even though for the purposes 
of this activity this cost is not con- 
sidered. At the end of the month, 
have each student compute his per- 
centage gain or loss. 

2. One company has this slogan 
above each worker’s desk: “Are you 
helping to solve the problem of the 
day or are you helping to’ add to the 
problem of the day. What does Mr. 
Funston say his secretary’s greatest 
asset is? She has an unerring sense 
of priority when it comes 'to phone 
calls and mail. She funnels off a tre- 





mendous amount of routine work each 
day. 

3. Some of the common telephone 
errors are listed below. Have the stu- 
dents select the correct answer. (This 
answer appears in italics.) 

1. Which is the best way of an- 
swering a telephone? 

a. Good morning, this is Mr. John- 

son’s office. 

b. Yes 

c. Extension 2196 

d. Mr. Johnson’s office. 

2. If the party asks for the em- 
ployer, which is the best reply? 

a. Just one moment and [ will buzz 

him. 

b. Hold on and I shall call him. 

c. Yes he is in his office. May I 
have your name so that I can 
tell him who is calling. 

3. When your employer is very 
busy, how can you offer to help the 
caller? 

a. No, Mr. Johnson is not in his 
office at the moment. Possibly I 
can help you. 

b. Mr. Johnson is not here. What 
is it that you want? 

c. Mr. Johnson is not here. If you 
will leave your name and tele- 
phone number, I shall have him 
call you when he returns. 

4. Which is the best way to end a 

conversation ? 

a. Good by. 

b. ae) you, Mr. Brown, for call- 


c. You it will be taken care of. 
7-7 











FOR ADDED CLASSROOM INTEREST 





In Typewriting Classes 


After the students have read “Fi- 
nancial Center of the World” on 
page 13, have them type the follow- 
ing tables that are typical of the type 
of tabular work expected of office 
workers in the Stock Exchange. 

1. Here are the kinds of invest- 
ment and the proportion of the people 
who favored putting at least some 
money into each of them. 


Government Bonds 83% 
Life Insurance 67% 
Savings Banks 43% 
Real Estate 42% 
Stocks 16% 
Corporate Bonds 13% 


2. This table shows the average 
annual yield on the stocks included in 
Standard & Poor’s Industrial Index 
back to 1926, which is as far back as 
this series of statistics goes: 


1926 4.86 1928 3.93 
1927 4.73 1929 3.61 
Number of 
Price per Shares Cost of 
Share Purchased Shares 
$10 50 $500 
9 55 495 
8 63 504 
7 71 497 
6 84 504 
5 100 500 
6 . 84 504 
7 71 497 
8 63 504 
9 55 495 
10 50 500 
11 45 495 
12 42 504 
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1930 4.84 1942 7.04 
1931 6.40 1943 4.76 
1932 7.74 1944 4.69 
1933 4.06 1945 4.13 
1934 3.37 1946 3.81 
1935 3.52 1947 4.90 
1936 3.39 1948 5.47 
1937 4.83 1949 6.63 
1938 4.96 1950 6.69 
1939 3.87 1951 6.17 
1940 5.51 1952 5.88 
1941 6.62 1953 5.86 


3. The table below shows how one’s 
money can grow by following a set 
investment over a period of time. 
This is known as dollar-averaging. 


In General Business Class 


Two pamphlets that may be ob- 
tained on investments are: “Invest- 
ment Facts” and “Dividends over the 
Years.” Simply write to New York 
Stock Exchange, 11 Wall Street, New 
York City. 


Number of Cumulative Total 
Shares Cost of Value of 
Owned Shares Share 

50 $ 500 $ 500 
105 995 945 
168 1499 1344 
239 1996 1673 
323 2500 1938 
423 3000 2115 
507 3504 3042 
578 4001 4046 
641 4505 5128 
696 5000 6264 
746 5500 7460 
791 5995 8701 
833 6499 9996 


ee 


HORIZONTA 


. annoy 
. replace 
. only 

. pillow 
. cake 

. brief 

. eat 

. bait 

. try 

. tee 

. mature 
. lighter 
. sly 

. asleep 
- art 

. each 

. knee 

. attire 

. pray 

. left 





SHORTHAND PUZZLE 





SOLUTION TO PUZZLE ON PAGE 38 
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6. lay 29. rafter 51. veer 
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THE BRAIN PICKER (Part I!) 
by Raymond Dreyfack 


“ 


. an implicit faith in the de- 
cency and integrity of his fellow- 
men. . . .” This phrase had been run- 
ning through Joyce’s' mind all morn- 
ing. What a pity, she thought, that all 
human beings can’t be deserving of 
such faith. 

She was thinking,’ naturally, of 
Jason Trent, a comparatively recent 
addition to UBA’s executive’ staff. 
Within the past few months Trent 
had managed, through brain picking 
and heaven knew what other means, 
to win the favor* of the network presi- 
dent, Daniel C. Wilcox. So much so, 
in fact, that Trent, along with Barry 
Lindstrom, was being® considered by 
the chief as a possible replacement 
when he retired six months hence. 


This, Joyce knew, would be**dis- 
astrous. Under Trent, standards would 
disintegrate; the. whole industry 
would suffer as a-result. The effect 
on” Mr. Lindstrom would be pitiful. 
He had such wonderful plars, such 
high-minded ideas. This was his 
life’s dream." Having it destroyed by 
a man like Trent would be a shatter- 
ing experience. Joyce was determined 
to do” everything in her power. to 
avoid this happening. 

Funny, Joyce thought, how the 
secretaries to the top brass*® at UBA 
saw through Trent’s phoniness, but 
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not their bosses. That’s how a large 
corporation operates. Sometimes’ 
the courtesies and protocol, though 
beneficial from a_ standpoint of 
harmony, also had the adverse effect** 
of throwing blinders over those who 
practiced the code. A secretary, for 
example, finds out so many’® things 
her boss would never dream existed. 
There were so many channels of com- 
munication, so much information’* 
available, if properly and diplomati- 
cally pursued. . . . 


That morning Joyce had made 
personal visits’* to some key Girls 
Friday. Little by little, while on her 
detective mission, she was able io 
document’® her findings: 

Jason Trent—age 47. Hired a year 
ago by Personnel Director Arnold 
Hotchkiss. Last’’ employment: radio 
station in Ohio. Dismissed for reasons 
not quite clear, but smacking sus- 
piciously of'* corruption and graft. 

Why, Joyce wondered, should a 
respected UBA executive like Arnold 
Hotchkiss appoint’® to a key job a 
man with Trent’s questionable reputa- 
tion? Her first inkling. of the an- 
swer came when she learned” that 
Hotchkiss’ home town and the town 
where Trent had worked for the radio 
station were one and the same place. 
Blackmail!** The word loomed large 
and ugly in Joyce’s mind. Blackmail. 
It was a vicious word. But it seemed 
to fit Jason Trent so” well. 








at 














Ann Slater, Mr. Hotchkiss’ secre- 
tary, was a smart girl. She, too, shud- 
dered at the prospect of ‘Trent in** 
the top UBA berth. Like Joyce, Ann 
knew-something had to be done to 
keep the rolling.snowball of Trent’s 
ambition** from becoming~an ava- 
lanche. She knew she could trust 
Joyce. 

“You know how the name of Dan- 
iel C. Wilcox and the word** ‘in- 
tegrity’ have always been synono- 
mous. The mere hint of anythin 
crooked is enough to throw him into” 
a tantrum. Joyce, nobody else knows 
this, but Mr. Hotchkiss was once’ em- 
ployed by the same radio network” 
from which Jason Trent was fired. 
A long time ago, on just one occasion, 
when -Mr. Hotchkiss_ was in a bind 
over”. financial obligations, he got 
involved with Trent in accepting a 


bribe—payola, they call it ey Pi 
r. 


The network thought enough of 
Hotchkiss to hush it up, but the inci- 
dent cost him his job. Trent, of 
course, was” too cagey to get caught 
at the time—but later they finally did 
get wise to the type of person he is 
and” got rid of him. Afterward, 
Trent searched out Mr. Hotchkiss to 
hold his old mistake over his head: 
Joyce, my boss has®* been as straight 
as an arrow ever since, but if Mr. 
Wilcox found out about this, it would 
be curtains.” 

Joyce let*® out her breath through 
tight lips. “I’m not surprised, you 
know. I’m not surprised at’all. The 
rock wasn’t made that is too slimy™ 
for Jason Trent to crawl under.” 


‘ She started back to her own of- 
fice. Everything fits together, she 
thought. A®** blackmailer never stops 
with his first collection. Mr. Hotch- 


: 


kiss must have been prodded to give 
Trent an upward boost®* wherever the 
opportunity: arose. 

ntering the office, Joyce stopped 
short at the door, shaken. Her boss 
was” at his desk, Trent. with him. 
They. were going over Mr. Lind- 
strom’s Idea File: Hér eyes closed in 
dismay. All his pet projects were 
detailed in that~ file, half-formed 
creative conceptions, programmin 
thoughts in process. And he was 
exposing them to Trent. 

Joyce struggled to retain her com- 
posure. She sat down at her desk and 
made a pretext at typing*® a letter. 
Listening to the soothing, hypnotic 
tones of Trent’s voice, she could tee 
how a man like her boss would*’ fall 
under his spell. 


Trent was saying easily, “. . . dis- 
cussed your Citroo-Sweet slogan with 
the chief. He thinks it’s terrific,** 
Barry—wants me to relay his per- 
weak thanks. He also feels we should 
get together on the FB** presentation. 
Les Freres Blanche, you know, will be 
Opertion Top Priority for some time 
to come. Now; I’ve been giving** 
some thought to that opening take, 
and I’m wondering if we can cut 
below-the-line costs even lower.” 

Mr.** Lindstrom flipped: through 
the file . . . “Ah, here it is. After the 
first commercial where the audio man 
cues Harry to“* crescendo with that 
timpani effect—” 


“Pardon me.” Joyce's interrup- 
tion was sharp, with businesslike pre- 
cision.*” Trent flashed a dagger her 
way. “You have a call from the coast, 
Mr. Lindstrom. They say it’s highly 
confidential.” ~ 
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Trent** moistened his lips then 
glanced at his watch. He gave Mr. 
Lindstrom an amiable pat on the 
back. “Be back in thirty*® minutes, 
boy.” 

Joyce said coolly, “We have to re- 
view that King proposal, Mr. Lind- 
strom. Then there’s the rehearsal®° 
‘at three.” 

“Good Lord, you're right. Better 


make it in the morning, Trent.” 


When the door closed, Mr. 
Lindstrom picked up the phone and™ 
said hello to no one. He looked at 
Joyce questioningly. 

She said acidly, “Why not just 
turn over the Idea™ File for him to 
study? It would be much easier.” 

‘Her boss grinned sheepishly and 
scratched his head. “Okay, I stand*® 
corrected.” 

That afternoon, shortly before 
three, they left for the rehearsal hall. 
At the hall they found that a script™ 
was missing. 


Joyce returned to the office 
to get it. She entered to find Jason 
Trent at Mr. Lindstrom’s desk. For* 
once he was actually flustered. 

“I—uh—I think I left my spec 
sheet here. Can’t seem to find it, 
though.” 

Joyce’s words dripped™ ice. “It 
would hardly be in Mr. Lindstrom’s 
Idea ‘File, Mr. Trent.” 

She closed the folder, slipped it in 
the drawer®’ and locked the drawer 
with her key. Then, leaving Jason 
Trent standing there with a mixture 
of dumbness and disbelief’ on his 
face, she picked up the script she had 
come for and left. (1171) 

(To be continued) 
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_THE RAISE 


by Dee Crumbecker 


WHEN THE PAY CHECKS were 
passed out, Cathy accepted hers with 
a pert nod of her head and slipped it 
unopened into’ the desk drawer. To 
the accompaniment of long, red 
fingernails ripping into paper en- 
velopes, she* continued typing. 

“Well, I still didn’t get my raise,” 
snorted Janice, directly to Cathy’s 
left. And from her right, Alice* an- 
swered, “Don’t feel like the Lone 
Ranger.” 


Janice promptly slapped the en- 
velope onto the desk. “Well, what 
does a girl* have to do around here 
to get her raise?” The question hung 
heavily in the air, and there -was 
silence, except for® the steady tap- 
tapping of Cathy’s typewriter. 

Cathy wasn’t a prude. She often 
commented on things that were® said 
in the office, but opening her pay 
check in the presence of the others 
was something in which she didn’t’ 
indulge. It made her job seem so 
monetary, when actually she enjoyed 
it. She had good working hours, a* 
pleasant office, a pretty reliable type- 
writer, and Mr. Anderson made a 


pleasant though businesslike® boss. 


“What about you, Cathy,” Jan- 
ice’s voice interrupted her thoughts. 

“What?” 

“About the raise . . 
think about”® it?” 

Cathy returned the carriage before 
she spoke. “Well, there hasn’t been 
any flurry of business lately, but 
I’m™ sure Mr. Anderson will see that 
our raises come through as soon as 


possible.” 


. what do you 


Pil oe ee 














Janice glanced at Cathy’s steno” 
book and at the pages and pages of 
shorthand to be typed up. Then she 
simply raised her hands, palms up; 
into the’® air and sighed. 


As the clock rolled around to 
break time, the girls filed out of the 
office and Cathy pulled her check out 
of** the drawer and opened it. She 
did a double-take upon looking at the 
check, and then with a puzzled lit- 
tle** frown on her face she joined the 
girls in the hall where they waited for 
an elevator. 

That afternoon, Cathy knocked*® 
on the door marked “Private” and 
went into a small, plush office. Mr. 
Anderson looked up from the papers 
on his*” desk. 

“Mr. Anderson,” she began hesi- 
tantly, “there’s something I would 
like to talk to you about, if you're 
not’* too busy—it’s about my pay 
check this week.” 


He pushed his chair back from 
the desk and lit a cigarette. “Yes, 
I’ve been*® expecting you.” He blew 
a puff of pale, blue smoke into the 
air. “You got your raise, Cathy,” he 
said simply. 

“That’s*’ wonderful, Mr. Anderson, 
but . . .” she hesitated—“what about 
the other girls?” 

“They'll get their riodical™* 
raises within the next few weeks, 
Cathy, and you'll get one too, but the 
raise you see in this pay check is 
really”’ a little something special— 
for someone who deserves it.” 

Cathy felt her face flushing. 


“Cathy,” he continued, “you're” 
the only girl in this office who doesn’t 
spend half of the working day talk- 


ing about why you deserve a raise,** 
and that’s exactly the reason you got 
one. Too many secretaries think that 
the ‘old man’ doesn’t hear a thing” 
that’s said among you girls in the of- 
fice, but he usually knows a whole lot 
more than you'd care to realize.*® 
You enjoy your job; and it shows.” 

Cathy stammered, “Mr. Ander- 
son, I really don’t know quite what to 


say. I*’ just hope I can continue to 
do well.” 


“Pm sure you will,” he said 
smilingly and pulled his chair up to 
the desk. 

“So** what do you think, Cathy,” 
Janice later flung the same question 
across the office, “about our raises,” 
she added.” 

Cathy looked up from the type- 
writer. “Raises? Oh, I think they 
would be very nice.” And with a sly 
little smile, she®® went back to her 
typing. (604) 


THE ART OF DINING 


by Roberta G. Poviv 
ALMOST SINCE THE BEGINNING 


of time, men have associated eating 
with pleasure—the good taste of the 
food itself,’ the beauty of an attrae- 
tively set table, the enjoyment of 
stimulating conversation with’ con- 
genial companions. With the exce 
tion of the cave man, who probably 
ate his food hurriedly while on the 
lookout*® for someone who might steal 
his meat from him, people have al- 
ways thought of dining and enjoy- 
ment as going hand‘ in hand. 
Today, there is hardly anyone who 
does not look forward to a yore | or 
a ‘birthday or perhaps’ a wedding 
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anniversary without having visions of 
a delicious meal and the table set 
with the® family’s best china and 
silverware. 


Something that is just as im- 
portant, or maybe more important, 
than the’ attractiveness of the table 
is the. appearance of the diners. 
There is no need, of course, for a 
man. who has* come home tired from 
a day’s work to appear at his own 
table wearing a dinner jacket, but 
there are some who insist” on wear- 
ing the same clothing they have worn 
to a mechanic’s job. Then there are 
women who complain that they are*® 
too tired to comb their hair or “fix 
up” after spending hours over a hot 
stove. They would probably find that 
they would" feel a little less weary 
if they took a few minutes.to freshen 


up. 


There is another important dif- 
ference’* between dining and eating. 
Some people don’t believe in talking 
while they are eating. They sit 
down, eat quickly,’* never looking up 
from their plates, and leave the table 
without a word. They maintain that 
the table is the place for’* eating; 
talking can be done at some other 
place. Many would disagree and 
point out that an interesting chat*® in 
which all the members of the family 
participate, from the head of the 
household right down to the young- 
est’® child, can be a source of much 
pleasure for everyone concerned. On 
the other hand, it would be better not 
to’” talk at al! if’a person insists on 
discussing business or financial’ prob- 
lems at the table. 


Dining is’* an art. It is an art 
that anyone can cultivate, and a 
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worth-while one, for it offers many 
pleasures. (379) 


JUNIOR OGA 


Tact is a cheerful thing to have at 
one’s cotmmand. It -helps to give to 
others the feeling of being right. 

Tact will’ make a blunderer feel at 
ease even when he tips his cup of tea 
in your lap. It can make a dis- 4 
couraged person* feel that the world 
is still a good place, and just to be 
alive and have a part in its work is 
a God-given’ privilege. 

Tact is very useful when dealing 

with people in the business world. 
The manner in which you answer* a 
query may mean the loss or gain of 
a customer. Your success—and your 
salary—may depend upon your’ pos- 
session of that little gem called “tact.” 
(107) 





SENIOR OGA 


January, bleak and drear, 

First arrival of the year, 

Named for Janus—Janus, who, 
Fable says, has faces two," 

Pray, is that the reason why 

Yours is such a fickle sky? 

First you smile, and to us bring 
Dreams of the returning spring ;* 
Then, without a sigh, you frown, 
And the snowflakes hurry down. 
You obey no work or law; 

Now you freeze and then you thaw,* 
Teasing all the brooks that run 
With the hope of constant sun, 
Chaining all their-feet at last 

Firm in icy-fetters fast.* 

Month of all months most contrary, 
Sweet and bitter January! (91) 



















SPECIAL INDUSTRY DICTATION 





Based on Space Terms Appearing on page 39 


Before dictating the following specially-prepared letters, you 
will need to preview all italicized terms. Have the students write 
each word two times, spelling and pronouncing it as they write. 


Dear Mr. Hoyt: 

In your letter of December 15 you 
brought up the subject of solid pro- 
péllant rockets.’ Let me add to your 
comments. 

As compared to liquid propellant 
rockets, solid propellant rockets have 
several’ inherent advantages. They 
are storable and reliable. They also 
offer simple firing techniques’ for 
relatively untrained launching crews. 
Their general characteristics and the 
ability to‘ manufacture them readily 
in different sizes make them attrac- 
tive for use as upper-stage boosters, 
retrorockets’ and guidance-correction 
rockets for space systems. 

The use of the solid propellant 
rocket is limited,* however, because 
of several deficiences, one of which is 
the inability to control thrust” during 
burning, but a proposed program is 
aimed at making the necessary im- 
provements, 

I hope this information® will be of 
value for your report. 

SINCERELY, (170) 


Dear Mr. SAUNDERS: 

Here is the information you asked 
us to send you about the sounding 
rocket: 





A sounding’ rocket is a rocket that 
can carry a usable scientific payload 
to a distance of one earth’s’ radius 
above the surface of the earth, Such 
a vehicle affords a means of studying 
the earth’s atmosphere® up to the 
point at which it merges with inter- 
planetary space. Many investigations 
of the. structure‘ and composition of 
the atmosphere, aurora, airglow and 
interactions with cosmic rays and 
other” particles can best be conducted 
by means of sounding rockets. 

If there is any other information 
that we® can send you, please feel free 
to call on us. 

CorpbiAL_y, (129) 


Dear Mr. Brown: 

In reply to your letter about lunar 
probes, you will be interested to know 
that studies’ and projects are under 
way for an advanced vehicle capable 
of making a controlled lunar landing. 

To* achieve this goal, it will be 
necessary to investigate terminal guid- 
ance systems, orientation” devices and 
landing controls and motors, among 
‘other things. As a result, it is not 
expected that such* a vehicle will be 
launched until later this year. _ 

CorbIALLy yours, (93) 
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WHAT’S YOUR READING SCORE? 


This inventory was designed to help prove that you read the maga- 
zine carefully and have retained the important items. 





Which statements are correct when typing business correspondence? 
True False 

. Mail the package to Mr. J. E. Times at 59 East 
Fifth Street. x 

. First go to 236 West 5Slst Street; then. to 278 
West 52nd Street. 

. We find this kind of binder excellent in our 
office work. 

. Mr. Johnson is one of those wonderful principals 
who listens to all sides of the issue before 
making a decision. 

. Neither Jack nor Mary are planning to come to 
the party. 

. The woodpecker board a hole in the tree. 

. The most common business letter style used today 
is the extreme blocked style. 























Which statements quote the articles correctly? 

8. When charting your course for the New Year, be 
sure to be honest when adding the assets and 
liabilities of your job during the past year. 

. In-service training programs should not be 
included when evaluating a job. 

. Stockholders provide money needed by corporations 
for constant expansion and improvement of 
facilities. 

. The present secretary for Mr. Funston once worked 
for Mr. Bernard Baruch. 

. When planning luncheon menus for executives, 

Miss O'Donnell's. secret is plan foods that are 
non-fattening. 

















SCORE BOX 





Superior Excellent Good Fair 
12 11-10 9-8 7 














NOTE TO THE TEACHER: Duplicate the above using a@ 70-space typing line. Leave five spaces 
for the columns, true, false. 
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No doubt your present credit re 2 
has been built upon several years' of con- 
scientous payments. Yet, just small item, 
such as the above ount, can affectively 
destroy all efforts you have expanded. 
Unless re from you within for 
lays, legal act ill be taken to col- 
lect on your Sunt. Your credit standing 
could be seriousl mpared. 
Isn't the amount to small for sucha 


Re lred To alwaus aim for letter perfect letters in 
! (rood wau to get in trim: Check the letters below 
and see if wou can find the 10 errors in Letter 1 and 
the n Letter @. The answers are listed on page 45. 
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sn av Feenh 17 
vear mre Mitcnelils 
217 _+ yy :_ a 14 ++ ~ 
nu it s a ecullier thinge 9) 
, hay £4 - inn? T = Tie 
you have it; now you don't. t usually 
’ . 
takes many years to build up a good one, 
hee? 400 a few had dc . an nv "4 
but just a few bad debts can ruin it. 


Cordially yours, 
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THE RAISE--page 41 


accompaniment oF 
oe” 


"ate 
\EFFECT (meaning): Effect, as a noun, means ‘‘result’’; 


as a verb, ‘‘to bring to pass.”’ (Watch out for AFFECT 
which is also a verb, meaning to influence or impress.) 


dumbness 


fingernails 
monetary 
businesslike 
hesitantly 


periodical 


2TIMPANI (meaning): Kettledrums. 


3 FINGERNAILS (spelling): It’s one word also for finger- 
hold, fingerprint and fingerwork. However, Webster's 
New International Dictionary makes finger tip 
words. 


two 
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By I 
Gregg Awards Department 
e In the waning hours before Father 
lime was hustled into oblivion by chub- 
by. diaper- lad 1961. vou did resolve to 
write your shorthand legibly—remem- 
ber? And when you can glide with speed 
off the end of outlines, lifting the pen or 
pencil while it’s still in motion as one 
character is being completed, and go 
directly to the position where another 


skill is 


assured. Note how the skywriter tapers 


is to begin, youll know your 
off the last letter of one word and goes 
directly into another. Note, too, how easy 
to read is his finished product. . . 
Often, the beginner in shorthand is 
so intent on what he has to make that 
he takes no heed of 
Therefore, keep in mind that attention 


directed to the 


how he writes it. 


must be formation of 
outlines as soon as you begin to feel at 
home with those strange and curly char- 
acters. 

the awareness of a 


If you postpone 


correct style too long, the habit of writ- 


ing faultily will develop and will have 
to be unlearned. 


But, you ask, with a frown in that 


] 


inuary, 1961 


‘lorence Elaine Ulrich, Director 
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3G SHORTHAND 
CTIVE SLIDE 


pretty brow (and don’t frown—lines are 


so unattractive), is there any positive 


way | can learn to write a fluent. read- 
able and accurate style? 

It's easy if you use the Gregg Short 
hand Corrective Slide. Here’s how. 

As soon as you can write with some 
degree of confidence, take the time to 
compare your characters with the forms 
in the text. Then, if there is much—or. 


at any rate. something—to be desired 


in the way you write, the slide is for 
you. (You can send for it through this 
department.) 

To use, slip the form on the slide over 
Your 
will show up through the clear cellulose. 
differs 


written in red ink 


the form youve written. outline 


enabling you to see wherein it 
from the character 
on the slide. 


After 


style, 


youve established a legible 


pyramid your writing speed to 


sixty, then eighty characters per min- 
Individual 


b, f, v, 


ute. consonants, such as p, 


should be written to a snappy 


count of “one” for each stroke. S is very 


short and should be written to a quick 


It's well to remember 


staccato: S$, 5S, S. 
that the readability of your shorthand 
will increase once you've mastered the 
correct lorms. 

But don't be satisfied just to “get 
something down” when you can develop 
reasonable accuracy in writing the char- 
acters easily. One or two minutes de- 
voted to specific practice of individual 
outlines at the beginning of each short- 
hand study period will be sufficient. It 
prevents your becoming careless in home- 
work Frequently 


writing assignments. 


such assignments result in writing that 
is very much below par for legibility 


and the value of the practice is there 
fore lost. 
We've mentioned the skywriting pilot 


and the New Year 
Now for 


the test for membership in the 


your model and in- 


spiration. your primer and 
guide 
Order of Gregg Artists. 

\ good writing style will enable you 
to write the OGA Membership Test and 
qualify for the attractive 


Membership 


Certificate and emblem pin. The test, 
published in this magazine each month, 
and the international OGA Contest, 


which was announced last month, pro- 


vide further challenge for improving 


your notes, 
haven't submitted 
OGA test 


will help you prepare a better specimen 


lf you your notes, 


trv the helow. The practice 


for the annual contest and generally im 
skill. 


Perhaps you have wondered how test 


prove youl 


entries are corres ted. Here's an example. 
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|. Your writing lacks smoothness and 
fluency because you don't have a clear 
mental picture of what you want to make 
and haven't written it often enough to 


he able to sustain a free. continuous 


writing movement. Since fluency con- 


trols to a large degree the other elements 


ot a good style. free writing motion 


should he 


2. Curves are 


acquired at the outset. 


improperly formed (a 


OGA 


JUNIOR 


(Order of Gregxz Artists) 
This material is “loaded” with 
easy joinings and with fluent blends 
Practice this test as many times 
as vou like, trying to get a 
light. smooth. fluent copy that shows 


your best shorthand penmanship 


You may copy line for line o1 
in narrower columns: 
blank or ruled paper. Shorthand 


notebook paper is fine 


you may use 


either 


Your writing may earn you a 
Junior O¢, \ certineate or pin 


OGA 


SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of vour ability to 

write anvbody-can-read-it 


Cregg shorthand notes. 


Emphasize good proportions, a uniform 
slant. and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

you will get the 

Senior OG A certificate or pin, 

thereby becoming 

t full-fledged member of 

the Order of Gregg Artists. 


result of lack of fluency). Keep in mind 
that the strokes for R, I, F, V, TEN, 
DEN, TEM, DEM curve most at the be- 
ginning: K, G. P, B curve most at the 
end. K and G begin and end on the line. 
R and L 


the base resting on the line and the end 


begin a little above the line, 


on a level with the beginning. 
3. Notes are too perpendicular: not 


uniform: too small: cramped. with not 


o 
ve 
\ 
n 


enough space between characters, 
1. GENT-PEND and DEF-TIVE are 


not written correctly, are not of prope: 


size, 
Entries that don’t qualify when sub 
returned 


mitted are with criticism and 


suggestions for further practice ... each 


vear about 50.000) shorthand students 
write the membership test and send it 
to us. Won't vou join them? 
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ON OFFICE REMINDERS 


I didn’t know how valuable the little twelve-page reminder 





that I compiled in a few spare minutes was going to be 
although | refer to it just twelve times a year. 

Each page is headed by one month of the year: January, 
February, March and so on. On each page are written all 
the important things that must be taken care of during that 
month. 

For example, on the November page, I have listed 
“Christmas Cards.” This reminds me that certain lists have 
to be made, of people both in foreign countries and here 
in the United States, and that cards must be sent in time 
to reach all of them. There are other items, such as “Gather 
data for quarterly report,” “Start working on such-and-such 
a speech,” “Order office supplies” and others equally im- 
portant. 

Simple reminders like this can prevent minor office catas- 
trophes. This method is a great help, especially to beginning 


secretaries, and makes routine work move along smoothly. 


we 
sage 


Business Expenditures for 
Ne Plant and Equipment 
(millions of dollars) 


Cpa 
pe 







1958 1959 - 
Manufacturing --------------------- $11,433 g8°kat 
Durable good industries ----------- 5,469 6 ,020 
‘ar rom and steel --—------------- 1,192 1,161 
Primary nonferrou@ metals ----- 441 372 
Electrical machinery & equip.- 459 502 
ox Machinery except electrical -- K 915 959 
paar Ca Motor vehicles & equip. ------ 558 613 
Transportation equipment, 370 381 
+ Stone, clay & glass products - 399 571 
Other durable goods ---------- 1,135 x 
archickw YS 
)] Nondure le goodS industries ------- 5,964 mw S 
Food and beverages ----------=- 742 
Textile mill products ------ 288 
Paper and allied products - 578 


(ong I somten SE gi 


lied products - 1,248 

Petroleum & products ----=- 2,562 

Rubber products -------------- 191 

; — s¥3 

Mining ---------<----------------- ~s Sf 

ilroad -----------<-----<<-<-----<--- 1,032 

Transportation other than rail ---- 2,024 

Public utilities ------------------ 5,840 
Communication «----------<<-<<<-<--<-- 

Commercialasad PAw * ——— 10,919 

Total -<-----------------<--- 33,255 
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JUNIOR 


(Order of Artistic Typists) 





Arrange this article as attractively 
as you can on a sheet of plain 
white paper. 


To qualify for an award, your work 
must be neat and clear, without 
typographical errors or strikeovers, 
correctly spelled and punctuated and 
well placed. Also—no erasures. 
Practice the material as many times 
as you wish and then send us your 
best copy. 


(OSes A Iie SER MET 
To Get Your Award 


Mail your work to the Gregg Awards Depart- 
ment (16th Floor, 330 West 42 Street, New 
York 36, New York), accompanied by 


correct tee: 


the 
15 cents for each certificate; 50 
cents for each OGA, OAT 50-word CT 


pin; 75 cents for each higher-speed CT award. 


or 


© Be sure your name and address appear on 
your paper. ® Any group of papers submitted 
list of 
names, designating the award desired by each 


should be accompanied by a typed 
candidate. © Test applications received with- 
© Each 
Competent Typist Test must be certified by 
the timer. The should 
follows: “I hereby certify that I timed this 
for exactly 


was written in 


out fees are held thirty days only. 


certification read as 


test ten minutes and that it 


accordance with the rules.” 
® January copy is good as membership tests 
for OAT, CT (page 36) and OGA awards 
until February 25, 1961. 


1,461 
6,424 
.™ 832 
| 390 
38 


SENIOR 


Type a corrected copy of the report 
alongside for the Senior OAT Award. 
Be sure to make all the corrections 
indicated and to align the two 
columns of figures. 


The report should be typed on plain 
paper. You may retype it as many 
times as you wish until you feel 
that the copy you are submitting 
represents your very best work. 





J ANUARY 
com petent ty post test 


(THIS COPY SHOULD BE DOUBLE SPACED.) 

Nature provided man with his first 
dwelling by giving him caves to live 
in, homes made from rock. By this ar- 
rangement, she also gave man some 
hints in the field of architecture— 
walls and a roof, the ingredients of a 
building. 

As time passed, centuries of it, man 
began to see some drawbacks to his 
home. Living in a cave was all very 
well, but the dampness annoyed early 
man and the permanent opening in- 
vited both the cold wind and various 
prehistoric monsters to come in. This 
was not desirable, to say the least. Man 
then began to think in terms of doors 
and other innovations that he could 
make. He began to regard his happy 
home with disillusioned eyes. 

It was neat, and it kept him warm in 
the winter and comparatively cool in 
the summer. It protected him from 
storms and from the larger animals. 
But still it lacked something, a certain 
style. Man thought some more and 
became a builder. 

His first attempt would have been, 
of necessity, fairly primitive—simply 
four walls topped by a roof. It may 
have even had a conical shape, perhaps 
something like an igloo. If so, it soon 
worked itself into a building of 
straight walls and an almost straight 
roof. 

In his new career as a builder, man 
noticed that he had acquired a new 
personality. He had left his cave be- 
hind him and with it his animal skins 
and trusty club. Somewhere along the 
line, man himself had become civilized. 

As time passed, he became more and 
more civilized and more of a builder. 


WORDS 


113 
120 


212 


295 


To compute speed, note the number indicated at the end of the last line 
you copied completely and add 1 for each additional 5 strokes tuped. To 
get the gross speed, divide total bu number of minutes: or, te 
speed, subtract 10 for each 


More than five 


> get net 


s error before dividing bu number of minutes. 


errors disqualifies a Competent Tupist Test for an award 


WORDS 


In the period of Greek dominance, he 303 
still favored straight lines or the post 311 
and lintel method, as it was called 318 
then. This usually consisted of straight 326 
columns supporting a straight roof. 334 
For decoration, the front of a temple 341 
roof would sometimes be pointed. 348 

As the Romans took their place in 355 
history, a system of arches came with 363 
them, rounded arches that altered the 370 
structure of the roofs until they were 378 
circular domes rather than pointed or 386" 
straight. Along with the veneer of 393 
civilization, man had acquired a little 401 
knowledge. Now he knew how to bal- 408 
ance weights so that his roof would 415 
curve and yet remain safely suspended 422 
between his walls. 426 

However, there was one problem. 433 
With this second great innovation in 440 
architecture, man still could not afford 44s 
a very high or pointed arch. Nor could 456 
he afford many windows, which weak- 463 
ened the structure of his building. The 471 
bigger the holes in his walls for win- 479 
dows, the weaker were the walls. 485 

Man eventually solved even this 492 
problem by the use of flying buttresses. 500 
The weight of the roof thrusting 507 
downward was counterbalanced by 513 
another weight at the point of most 520 
stress. This second weight would be _ 528 
that of another segment of the build- 535 
ing. From this arrangement developed 543 
the beautiful architecture of the type 550 
called Gothic. 554 

Not long after came the third and 561 
latest development in the field of ar- 569 
chitecture, the soaring skyscraper, 576 
symbolic of the achievements possible 583 
with steel. 585 


(If necessary, repeat from the beginning to complete a ten-minute test. ) 
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1. To bother 57. Beneath 45. Royal chairs occupied by 
4. Put back in place 59. A farm building sovereigns on state occasions 
8. Without others 61. A flat, shallow utensil used to hold 47. To engage in a certain winter 
11. A cushion something or carry something sport 
13. A sweet, baked culinary composition 62. More than enough of anything (Plural) 49. A flap or appendage of something 
14. Concise 63. Instrument used to operate a lock 51. To change direction, as the wind 
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: 7. As a matter of fact; really 
a 8. Rock containing metal DECEMBER SOLUTION 
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Space 


ablation — The wearing away of surface material due to the 
action of a fluid moving past it at high speed and ‘or high 


temperature 


acceleration — The 





of increase of velocity 


light of the 


airglow —A glow or 
9 e 





pper atm 





ere. At night 
the airglow amounts to approximately five times the amount 
of starlight received on earth 


analog computer — An electronic calculating machine in which 
quantities and relationships are represented by continu- 


ously variable 





physical quant 


solutions can be readily obtained 


ties so that 


approximate 
In an analog computer, 


quantities are represented without the 


explicit use of 
language 
ophelion — The 


point at which a planet or other celestial 


object is farthest from the sun in its orbit about the sun 
apogee — T} t position at which a moon or an arti 


, 
ficial sat 





its orbit is farthest from its primary 


artificial satellite —A man-made object th 





t is placed in 
orbit 


applied 


astrionics — ft especially to astro 


nautics 
ostronautics The ence 


space flight 


astrophysics — The study of hemical nature 











f celestial bodis« and th 
atmosphere — The body of air surroun the earth; also, the 
body of gases i1rrou or comprising any planet or 
ther celestial body 
The ph rT f wr tm nhere n | 
aurora — The enomenon of upper atmosphere in mi and 





higher latitudes caused by an electrical disch 


mized air and exhi 








nospheric gase 





bipropellant — A rocket propellant consist of two unmixed 
y uncombined chemicals (fuel and idant) fed to the 
combustion chamber separately 

booster —A pr init used in the initial state of flight 


brennschluss — The cessation of buming in a rocket, result 





ing from consumption of the propellant from del 








shutoff, or ther cause; the time at which this ces 
sation occurs. (Brennschluss is a German word meaning 
combustion termination 

burnout — Same meaning as brennschluss 

celestial mechanics — The study of motion in space, natural 


or man-made 


centrifugal force — The 





pparent force te ng to carry an 





object away from a center of rotation 


| 7 


circular velocity — The speed required to maintain a body in 


circular orbit 





cislunor — The space between the earth and its moon 


cluster — A grouping together of solid or liquid rocket engines 


to provide a launching carriage or boosting assembly 


cosmic ray —A highly 


earth from all 


penetrating radiation apparently reach 
ing the lirections from outer space 





atmosphere absorbs a asurable portion of the rays 





traces of their effec feet below 


water or below the 


t exist at depths of many 


ground 


cosmological sciences — Those sciences that treat the char 


acter of the universe as an orderly system 


data analysis statistical, and mathematical 


The logical, 
rocess applied to the primary data to yield conclusions 


out the functioning of a system, such as a guided missile 


ruary 
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data reduction — The process of translating recorded infor 


mation into meaningful form, i.e., into curves or tables 


showing variations of physical performance quantities 


occuring during the flight of a missile 
deceleration — Negative acceleration (slowing down) 
decibel — A unit for expressing the magnitude of a change in 
Abbreviated db 


sound or electrical power level 


digital computer —A computer in which information, numeri- 
cal or otherwise, is represented by means of combinations 
»f characters in such a way that the number of distinguish 
able combinations is much greater than the number of dis 
tinguishable characters 


eccentricity — The degree of deviation from a circular orbit 


ecliptic —The plane of the earth’s orbit around the sun 


escape velocity — The velocity attained by an object that 
will permit it to overcome the gravitational pull of the 
earth or other astronomical body and to move into space 


The escape velocity from earth’s gravity field is approxi 


ately 7 miles per second. 
fission — The release of nuclear energy through the splitting 
of atoms 


fluid mechanics 


upon fluids in motion and in equilibrium 


forces exerted by such fluids on solids immersed in them 


The study of the motion and forces acting 


including the 


Hydrodynamics and aerodynamics are branches of fluid 
echanics 
fluorine — A gaseous element. A possible oxidizing agent for 





rocket fuels 


flutter 


f 


An oscillation of a definite period art 


set up in any 


mponent by a momentary 


i 
an aerodynamically active « 


listurbance and 


maintained in a steady airstream by a 


mbination of the aerodynamic, inertial, and elastic char 
acteristics of the member itself 
free fall notion of any unp ered body traveling in a 





gravitational field 


fusion The release of nuclear energy 


f ator 
of toms 


gomma ray — A quantum of electr ic radiation emitted 





by a nucleus as a result of a transition between two 


energy levels of the nucleus 





gantry scaffold—A massive scaffoldi 


1g structure mounted 





mn a bridge or platform and supported by a pair of towers 


r trestles that run back and forth on parallel tracks 


Used to service a rocket asit rests on its launching pad 


guidance — The processes of intelligence gathering and ma 


neuvering required by a missile, probe, or spaceship to 


reach a specified destination, with special connotation 





he flight path and on the information for determining 


he proper course whether computed externally or within 


he missile itself 


Systems designed to create the desired 


guidance system 
guidance 
device designed to test 


in-pile loop —A and develop r 





sources of atomic fuel 





interface — The boundary 





between two media, especially as 


transited by a propagated wave 


I 


interferometer — An apparatus used to produce and show in 
terference between two or more wave trains from the same 
area. Also used to compare wave lengths with observable 
lisplacements of reflectors, or other parts, by means of 
An interferometer is frequently used 
flow 


interference fringes 


4 
to obtain quantitative information on the arounc 


bodies in wind tunnels 


interplanetary — Between planets 


’ 
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i 1) , 
interstellar—Between star 
es 
ion—An at that t or yuire me or ‘ ve 
<)-, 
ion propulsion—A ean t taining ropr on for space ( 
4 - 
s bv expelling yn and electrons fror ymbustior ( ‘ 
her 
<> 
ionosphere—A layer or region of the atmosphere laracter 
zed by 1onized gases = 


jet velocity—The velocity of et stream, usual neasured kD 




















j 
‘ 
light-year—The distance light trave 1 1 vear at 186,300 ‘ vv 
liquid propellant—A rocket prope ti j for "4 ad 
CL, 
) f A +b ( - 
lunar —( r pertaining é 
& - 
Mach number—The rati { the speed of a traveling ly to Le 
t pee of soun n the edium t erse The speed 
of i aries fro 4 t 750 miles per rat sea le 
rou 65 l er ir at very h iltitude ary 
: it t rt c rature 
mass ratio—The rat f a rocket’ at launch to it F 
- 
at burnout 
i, 
micrometeorite—A eteorite : v € 1 rv 
it er 
monopropellant— \ et pr t { 
lant . 
oroit— € t { t t t r i cy 
/ 
orbital velocity —The lose r i 
"i rbit t t t near- 
iF 7 
‘ ; ox«~ 
porameter—An rbitrary nstant istinguishe fr Cc 
fix r absolute nstant Any de re : rical Valu 
e given t . ter. A qu t the 
rator ‘voa gn arbitrary ilue ‘ ting € 
Ir a Variable t ina r yn alue that t 
OC 1 
payload—Usefu ars 
perigee —The int at i n or rtif 1 satellite Cc, 
' hie / 
in its orbit 1 losest to it f f 
perihelion—The point in an elliptical orbit around the in @ eg 
that nearest tt n 
, . Kw 
perturbation—The effect of the gravitational attraction of « / 
: me body on the orbit of another ( 
lasmo—A partially ionized jet ixture of ¢ ind ele 
7 ~ Co 
trically charged particl e.g., 10n electron at P 
temperature These condit reva ne deere 
in rocket thermodynami and hypersoni 1erocyr 








ody around whict itellite orbit Ca 


propellant—A liquid or solid bstance rned in a rocket 4 


for the purpose of devel 





recovery—A peneric term given to the means whereby mis- n 7 








ile or valuable part thereof can he re ered for analyt- / 
ical study and/or € 7 
recovery system—Any syste lesigned to accomplish re- iv 
ery 
wscoill 
re-entry—The return of a missile into the earth’s atmos- _e 
phere. At high speeds, the principal re-entry probler 


arise f frictional heating. Another re-entry problem 


arises fr mization in the shock wave region. 


« 
retrorocket—A rocket fitted on or in a vehicle that dis- o : 
charges counter to the direction of flight, used to retard 


forward motion. 
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revolution—1 rbit tion around r ary. —7 




















(4 
Reynolds number-In aerodynamic 4 nondimensional co . 
ent € ire of the dynamic flow O-~ 
rocket—(1) A mi ‘ levice propelled by hot — 
§ c ind ejecte € otor; also an air vehicle 
that ‘ th kind of propulsive force 2) An engine 
r tor that r forward by ejecting a strear f hot 
pases t e re 1 i wrving its liver 
ndepe ent the atmosphere its 10n 
‘ , 
rotation—k r t m an aXxi 
_ 
? 
" 4 a ai 
satellite-—A \ ing around a primary 
sotelloid—An artificia dy t vehicle like an artificial a aa 
atellite except that it incgerengine thrust (intermittent 
solenoid—A i i \ ist of one or re layer f « a2 
winding It is the f all forr fthe electromagne 
an th rt of the working mechan f many els 
solid propellant—A rocket fuel in lid for a propellant en 4 
& 
that tate before tio gi y O 
< 
solid state electronic devices—Devices utilizing the prin ds > VY 
P f electr ance thr : . < 
solid state physics-— r of physics that de : aN pee) 
y 
the tructur t alloys ionic tySta et 
yn € force i Structure et the pt 1 gv t 
1.€ ecih neats, thermal vibrations, therma 
und electrica : tivity. et 
4 
A ve] 
4 ‘ ! ! ‘ \ ) ” 
sounding rocket—A eteorological rocke is ¢ gather z 
t er at t Ti u aitit 4 t Thi r Ket ¢ 
rot rbit the eart r escape tr it Dut simply mse t 
the require t and fa ack 
s 
spoce- ‘ t f 
specific impulse-—7 thrust produced by a jet-reaction ( 
é , 
engine per it weight of propellant burned per unit time 
\ , 
ans , z 
or per r f rking fluid passing through the engine 
in unit t 


' ' 1 } _ 
storable propellants—Li quid iSSite propellants that can 7 


ropell a 
; f. 4 
be containe t standard te erature and pressure for pro- C CG 

é er t ilave, evaporatior . 


telemetering— The nique { re rdin e data | ta- : g . 
van instrume reading from 

achine on the grour 
terminal quidance—Th« uidance applied to a missile be- r 


tween the termination of the irse guidance and im- 





pact with or detonation in close proximity tc 


trajectory—The path described by a space vehicle 4 





transfer ellipse—In te launching, an intermediate y : 
coasting trajectory (segment of an ellipse), designed t ; 
; ; 7 ¢ P 
o the proper position for the injection ‘ C 


nauti 


lautics, a flight path used to bring 





me circular orbit to another. The 
ion of e transfer ellipse is generally aimed 


at obtainin the me requiring a minimum of energy i.e. 


translunar—Beyond the mn & oe 


upper-stage booster—In the launching system, an auxiliary 


propulsion stage that travels with the missile and 





that 


may Or may not separate from the missile when it 





pulse has been delivered 
pu as been delivers 





weightlessness—Lack 


f resistance to the influence of 
gravity. 


— 
zero gravity—A condition existent when the centripetal é< C 
gravitational attraction of the earth or otherspatial body 


is nullified by inertial (centrifugal) forces. 
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Mother 


Continued from page 16 


family is not accustomed to applying for 
help to public and private social agencies. 
Though this is true of families with stay- 
at-home mothers too, it is a particularly 
grievous situation for the mother who 
works. 

In this brief space we shall not presume 
to offer the sort of indiscriminate advice 
usually and casually advanced to working 
mothers. Nor shall we bring up those 
unanswerable questions of right and 
wrong. Each of the more than thirteen 
million working mothers and their fami- 
lies presents a unique need, a unique 
combination of factors. To be worth 
while, help and advice must be individual, 
so we prefer instead to get down to cases. 

Now meet Sally. At the present time 
she has an all-day job as sec retary-oflice 
assistant in an architectural-decorating 
firm. Three nights a week, she attends a 
city college to complete the credits needed 
for her B.A. degree. In the four months 
she’s been working. she has lost twenty 
pounds, looks marvelous, sounds like a 
new person. 

Six months ago, Sally's marriage was 
approaching a point of no return. Her 
older son, then almost four, was re- 
served, moody and jealous of his eight- 
month-old brother. The family income 
came mainly from a G. I. bill allowance, 
since Sally's husband, a shy and rather 
taciturn young Englishman. is completing 
his undergraduate work. A limited amount 
of money was also derived from Allan’s 
part-time job in a library where there 
are special working arrangements for mar- 
ried students. In no way did this money 
pay for the special orthopedic work neces- 
sary for both children during their first 
vears; this was covered by checks from 
Sally's family. Since Allan hopes to be- 
come a college professor—this means at 
least five more years of schooling—his 
recent fellowship award for master’s study 
will see the family through the next year 
—just barely. 

On the face of it, Sally's working 
seems inevitable. Yet. as you will see, 
the actual money she brings home after 
job and household expenses is negligible 
compared with the other less tangible but 
more important advantages. Since his 
wife looks and feels better, since getting 
the job has also inspired her to complete 
her education, Allan’s attitudes have 
changed for the better. 

Though Sally was certainly not an in- 
adequate mother, her ebullient, impatient 
personality alternated sharply between 
permissiveness and temper. Since she has 
been working, the younger child ...a 
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bubbly fellow like his mother . .. seems 
a lot calmer. But Joe. the four-year-old, 
seems to be taking his mother’s absence 
and his new life a little hard... taken 
to hitting, crying in corners and slowing 
up on speech and social development. On 
the other hand, he’s eating very well for 
the first time in his young life. 

Queenpin of this household today is 
Mrs. M., a warm, motherly, dependable 
and sensible woman who's there from 
8:30 to 5:30 daily. Without her, we fear, 
the family would not be getting along so 
well. Its to Sally's credit that she chose 
Mrs. M. and then allowed both children 
to get acquainted with her slowly, sev- 
eral weeks before she took her job. In 
addition, she very wisely discussed her 
child training ideas with Mrs. M.. made 
the necessary allowances for her different 
personality and then delegated full au- 
thority to her. 

Of course, there’s no happy ending— 
but there’s no sad one either. Getting a 
job at this time was a difficult decision 
for Sally to make, and many months of 
hesitation and plan-changing preceded it. 
However. she may have well decided cor- 
rectly—for her. At this point, we think 
shell continue working until her hus- 
band’s professorship is assured. 

The next story is unfinished, since it's 
about children—children still function- 





ing—but under conditions that are gravely 
threatening to their future well being. 

Maggie and Wendy have one important 
thing in common. They go to different 
nursery schools. both private and_ not 
inexpensive. And the two little girls cor- 
dially hate every minute of it. They are 
both four years old. Maggie expresses 
her dissatisfaction by not playing with 
the others, crying a great deal and re- 
maining awake sometimes until eleven 
oclock every night. Wendy tells her 
mother in no uncertain terms that she 
wont go back. Ordinarily a sunny, self- 
reliant child, she now fights with other 
children and seldom laughs. 

Neither of their mothers had any choice 
about placing their daughters in nursery 
school. A doctor advised Maggie's mother 
to get a part-time job after several ill- 
nesses had thoroughly unnerved her. The 
family has an adequate income, but Mag- 
gies mother took the job advice, con- 
sistent with her own estimate of herself 
as a “bad” mother right down the line. 
She may not be wrong. but in her case. 
personal therapy rather than flight-via- 
work might have been a better solution. 


Wendy's mother must work. since her 


husband is a frequently jobless actor. 


She thoroughly resents this and her at- 


titude is anything but the best for herself 


or her child. Yet her late marriage to a 
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man whose profession is notoriously | 
chancy may indicate that the care of child | 
and home would not be sufficiently inter- 
sting for her over an extended period of | 
time. Actually, Wendy’s problems would | 
be considerably reduced if her mother 
could be convinced that her self-reliant | 
child would benefit more from individual 
care, however superficially neglectful. 


than the regimentation of nursery school. 


Wendy doesn’t mind her mother’s work- 
ing ... she’s never known anything else. 
What is upsetting her is the sudden 
change from home to school. 

Our final story concerns matter-of-fact 
Gloria, a bundle of energy, and a joy to 
her family. Until her boys were ten and 
thirteen, she was perfectly content to 


expend her energy on home, family and 





community activities. Then her husband 
became chronically ill. so she was forced | 
to take her energies off to work. At first 
her children disliked the whole idea. | 
Gloria’s job-taking had to be immediate. | 
The flurry about her husband’s illness | 
} 


tical aspects of housekeeping been prop- | 


had not yet died down, nor had the prac- 


erly organized. Though a cheerful and | 
optimistic person, her husband's illness | 
and its indefinite length almost threw | 
Gloria. For a while, the children were 
gotten and, understandably, they re- | 
belled. 

Now. however, the husband is out of 
danger and a once-a-week cleaning woman 
has been engaged. Best of all, Gloria has 
sorted out her own thoughts and taken 
the time to explain the whole situation 
to the children. Far from resenting it. 
both are co-operating fully. They love 
having their father home, and if he can’t 
play football with them after school, he 
can and does join them in their wood- 
working hobby. Gloria has actually no- 
ticed a fumbling attempt at keeping their 
rooms neat, and once a week she nobly 
ind gratefully eats a son- and husband- 
cooked meal she wouldn't trade for the 
best gourmet fare. 

One could go on telling story after 
story—more than thirteen and a_ half 
million. Difficult though it is to remain | 
objective, it must be done in view of our | 
present lack of factual information. What | 
is a good mother? There are as many | 
kinds of good mothers as there are bad 
ones, though we probably know more 
about the latter. Should the mothers of 
preschoolers stay home? We're not con- | 
vinced there is any answer. We do know 
that a child grows up best in a warm | 
family relationship. Whatever keeps that | 


is probably the best way, whether 


T 


ins that mama works or not. 
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relationship going best for all conce red | | : 
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Luxurious silks... 
super-strength Nylor 
the finest fabrics available! 
is the secret that goes into 
making OLD TOWN typewriter ribbons. 
These fine fabrics, plus the lon 
experience in making the finest abbons\eoll 


and duplicating supplies, assure you that 















J by using ribbons made by OLD TOW N yourqwork 


will have the crisp, clean look and 


fine impression that both you and your boss seek, 


‘ 


For the best impression—always use OLD TOW. N’S 
“SUPER NYLON” or “SUPER SILK.” 


For FREE sample, use coupon below. 


vt e 
—— 
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OLD TOWN CORIDRATION 
750 Pacific Street, Broekiyn 38, M. Y. 


Please have OLD TOWN representative bring 
my FREE sample ribbon. 








model end make of typewriter, 
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RESOLVE 


Continued from page 19 


Cuban cigarillos. For this wily oppor- 
tunist, the only smoking resolution worth 
the paper it's written on is this: Do not 
smoke, or consume in any manner, any 
quantity of tobacco in any known form, 
or yet undiscovered form. 

Your case may be more serious. Per- 
haps you have a_ perverse streak that 
goads you to break rules, any rules, just 
because they are rules. This dark com- 
pulsion subjec ted you to a perilous child- 
hood and your parents to untold an- 
guish. For you, such warnings as “KEEP 
AWAY FROM CAGE” and “PULL LEVER ONLY 
IN EMERGENCY were irresistible invita- 
tions. While you exercise more control 


nowadays. vou have found that resolu- 








tions often awaken this contrariness. 
What was only an occasional indulgence 
can be converted, by forbidding it, into 
a compulsive daily habit. 

Even this mulish trick can be har- 
nessed to good use. The thing to do is 
resolve to cultivate your bad habits. If 
you are bothered by a tendency to over- 
sleep—requiring you to hurtle to you 
bus stop, desperate and disheveled—re 
solve to oversleep every morning. Know- 
ing you are supposed to stay in bed 
until 8:30, you will waken at sunup, pert 
as a sparrow. Make yourself lie there 
anyway. Stick it out. After a succession 
of such frustrated dawn watches, accom- 
panied by wilder and wilder sprints down 
the avenue, you will listen to your neigh- 


bors’ stirrings with vicious envy. Finally 


A DOZEN 
OF THE 
FINEST 


cleanest carbon copies 
are yours for the 
typing when the right 
paper is used. 

Sharp, readable type, 
right up through the 
twelfth copy, with 

no extra effort 

is the order of the day 
with time-saving, 


secretary -saving 


/ Millers Falls 
Onion Skin 


25% COTTON CONTENT 


MILLERS FALLS PAPER COMPANY + MILLERS FALLS, MASS. 
MANUFACTURER OF OLD DEERFIELD BOND, GIBRALTAR ONION SKIN, MILLERS FALLS BOND 
AND ONION SKIN, EZERASE BOND AND ONION SKIN, MILLERS FALLS OPAQUE PARCHMENT 





one morning, tortured to a frenzy, you 
will leap from bed like a coiled spring. 
Never again will bed-lolling hold its 
former appeal for you, 

When you come right down to it, may- 
be the reason you can’t shed your bad 
habits is that you don’t want to. Sub- 
consciously you are proud of them. One 
side of you wants to reform but the other 
resists altering behavior you associate 
with your personality. Let’s say you are 
the madcap of your social set. You have 
the reputation for being impulsive. reck 
less and daring. Your traffic tickets are 
a legend. On picnics you get the black- 
est bruises, the reddest sunburn. At 
parties you are the first to plunge into 
the pool in your formal, when skiing the 
first to change to a bathing suit. 

You decide to call a halt. You com- 
pose earnest resolutions designed — to 
normalize your behavior. But after a 
time you get a frightening premonition 
that you are erasing your identity, can- 
celling yourself. Frantic, you repossess 
your former personality. 

With careful planning, you can cir- 
cumvent this crisis. Prepare for it by 
designing one or two resolutions for the 
express purpose of breaking them. When 
your halo begins pinching. defy that res 
olution to stop going coatless in freezing 
weather. Be seen everywhere without a 
coat. go window-shopping, visit all your 
friends. No matter how strongly you are 
entreated to put something on before 
you freeze to death, be firm. Your ego 
will be restored, and during the rubdown 
to restore your circulation, you will get 
an inkling of the compensations of being 
average. Hold the line elsewhere. and 
one day you will feel a surge of relief 
at being rid of all the bothersome com- 
plications of your madcap days. 

Do you, like most of us, find reward 
a powerful incentive? With a_ little 
planning, you can plant an attractive 
reward in your resolutions to compensate 
for all the sacrifice. Suppose that your 
boss. quite sensible in most ways, Is 
totally unbalanced on the subject of tar- 
diness. His daily tirade against this tiny 
flaw in your character quite spoils your 
mornings and is endangering his health. 
Here's an opportunity to bring sweet 
reasonableness to his perspective. Be- 
tween resolves to improve your spelling 
and to practice good grooming, plant 
this one: “I shall not let clocks rule my 
life. What signifies a few minutes, more 
or less, in the vast space-time of the uni- 
verse?” Hand your boss a copy of your 
resolutions; ask him to feel free to moni- 
tor them. Who knows, it may be the 
making of both of you! 
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a QO “ TAQ N 7 HUMAN Continued from page 11 | 


the office had heard of the pending pro- } 
PENCIL SHARPENERS motion. She was put in an embarrassing C cma O 


position by the turn of events. 


As Jennie talked on, Marge finally 
suggested that they both forget the whole Q eNn On an 
thing. She explained that she felt she 


and Jennie could have worked together 


harmoniously. Marge also remarked that 

since the pressure of duties was more Ver Qqg 

likely to increase than decrease, even- | 

tually Mr. Brown might be forced to get 


an assistant after all. And if he hired an 


outsider, it might be someone Jennie desk # lo d 
would not like. A d Nn ar 


newcomer might be 





much more competitive in spirit. 


| Solving the Problem | not On 4Our 


This human-relations problem has not 


COSY MOUNTING | rer wid. cour: mens a memory 
on any surface 


becomes acute, Jennie must be convinced 
Now Boston’s all-metal pencil sharp- : 
eners can be mounted anywhere. | early for Mr. Brown to start doing a 
There is a Boston for every purpose | “selling” job on this point, nor too late 
and the mounting kit fits for Jennie to realize that there is a fine 
every model. All sharpeners EZRA 
are guaranteed for 1 year. 








that she will have to choose whichever 


half of the work she prefers. It is not too 


—and dangerous—line between devotion 
to one’s boss and possessiveness. 


When it becomes imperative for Mr. 


C. HOWARD HUNT PEN CO., CAMDEN 1, NJ. 


Brown to get an assistant, there are sev- 


eral suggestions worth keeping in mind: 
| (1) Mr. Brown could impress upon Jennie 


the fact that she would be serving him 








OVERSEAS to the fullest extent by helping him 


choose, and then by co-operating with, 


OPPORTUNITIES One ee Pe ee 


to relinquish the sales work and concen- 


trate on his secretarial needs. Thus she 
for TYPISTS 


would preserve closer contact with her 
boss. (3) Mr. Brown might insist that 
and SECRETARIES Jennie hire an understudy for her job 


and train the girl in her methods. The girl 





U.S. Government Positions could report to Jennie. rather than di- 
Provide Interesting rectly to him, in order to avoid any cause 
and Unusual Work for jealousy. (4) He could mention to 


Jennie that unless he has the necessary 


they are 
smart looking too 


Two year tours after help in his present post, his chance to 
approximately 1 year in 


advance—and hers, too—to more respon- 
Washington. $3760-$4345. 


sibility will be greatly hampered. ... America’s foremost 


desk calendar 


oie et Key to project on page 31) 
Ages 20 to 35; U.S. citizen- (aa tian 

ship, good character and Letter | 

good health required. Line 2—grace: line 3—due: line 4—re 
ceived: line 5—comma after consequently; 

line 10—beneficiaries, forfeited: line 11— 


cancellation: line 12—complete: line 18 





Write for a brochure stating 


advise (advice is a noun); line 22—neces 
your name, address, phone, ane 
education, experience, . 


. en 9 
typing speed to Box #55, Letter 2 
Suite 1200, 230 West 41 St., Line 1—Reputation, peculiar: Tine 5— MANUFACTURING CO. 
New York 36, N.Y. similarly (familiar has the iar ending); 
" xs line 7- years (not possessive ) 4 line = 150 BAY STREET 


venanidinetues: Vine O..cfectieae: tas 1— 
conscientious : line 9 effectively line ] peasevcit% wew peaser 
expended; line 11—hear, four: line 14— 

impaired; line 15—too; line 16—question 
® mark after risk 
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BOSS 


Continued from page 14 


Industry leaders began to notice young 
Funston. After a short stint as sales 
planning director of the Sylvania Cor 
poration, he left in 1941 to serve as a 
dollar-a-year man on the War Produ 
tion Board. He remained as special as 
sistant to Chairman Donald M. Nelson 
until Mareh, 1944. 

Funston was only thirty-three when 
Trinity College trustees tapped him for 
president. He admittedly didn't know 
much about the job, but he was deter 
mined to learn. Possibly one of his 
most outstanding contributions to the 
school was to help raise five million dol 


lars during his six-vear tenure. “I just 
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Erase Without a Trace* 
by using A.W.Faber 


ERASER STIK: 


Wand in 


told wealthy businessmen what their do- 
nations could do.” he says, “and the 
checks rolled in.” 

Of course, Keith Funston grossly un- 
derestimates his own sales abilities. It 
wasn't until a few vears later. when he 
became president of the New York Stock 
Exchange. that this talent for convincing 
people hecame fully known. Funston’s 
persuasiveness and sincerity began sell- 
ing Wall Street to all America. 

He explains his job this way: “When 
our country was young, industry was 
simple. Cobblers, tailors and tinsmiths 
worked long hours with crude tools. 
Peddlers sold from door to door. What 
industry could not provide was made at 


home. 


we Gota 
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The original pencil shaped grey eraser 
— always the best point for erasing 


For generations Secretaries 


ghosts and sloppy strikeovers. 


Then A.W.Faber invented ERASERSTIK, a_ pencil-shaped 
white-polished beauty that opened the door to typing perfec- 
tion. With ERASERSTIK you erase without a trace. It lets you 
get into tight places to remove one letter without blurring the 
whole word. Sharpens to the point you prefer—blunt, medium 
or slender. Do you use this magic wand? Costs only 20¢ with 


brush, at good stationers everywhere. 


SAPHIR BRASS HAND SHARPENER # 4035 


works like magic. Gives you the correct 

point on your ERASERSTIK—then 

stops sharpening. If you use one, you need 
the other. $1 at your Stationer. 


A.W.Faber-Castell 
Pencil Co., Inc., Newark 3, N. J. 


struggled with cumbersome 
erasers. They found it impossible to erase without leaving 
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Today, he goes on to explain, America 
has the capacity to mass produce all of 
the necessities—and luxuries—of life. 
“The secret of our remarkable standard 
of living isn't a secret at all. It is capi 
talism putting money to work making 
better produc ts for more people at lower 
cost. 

These capitalists. by the way, are the 
housewives. doctors. secretaries, farmers 
and others who share directly in’ the 
ownership of our industrial resources. 
By buying stocks and bonds. they pro 
vide the money needed by corporations 
for constant expansion and improvement 
of facilities. 

Keith Funston’s main responsibility is 
to make certain that the New York Stock 
Exchange—the vast market place for 
most of this buy and sell activity—is 
operated at the highest level possible. 
His concern is not only for the brokers 
and brokerage houses who use the facili 
ties of the exchange. but also for every 
man and woman who should be aware 
of the opportunity to” participate in 
“people's capitalism.” 

Nancy O'Donnell. Funston’s attractive 
and successful-in-her-own-right secretary. 
says her boss really holds three jobs: 

“First. there's the tremendous admin 
istrative job of running the Exchange. 
This means a constant stream of mail. 
torrents of routine paperwork. numerous 
meetings and conferences and stacks of 
required reading. And, of course, ther 
is the constant demand of the tele 
phone.” 

The second job. Naney explains, calls 
for a unique kind of salesmanship. “The 
story of Mr. selling Wall 
Street to Main Street is well known. But 


Funston’s 


there's another aspect—the ‘unselling 
of many people.” 

The stock market is a market place 
where prices reflect the basic law of sup 
ply and demand. It is definitely not a 
place for get-rich-quick schemes. Mr. 
Funston constantly warns. “Don't invest 
unless you have a regular income and 
emergency cash or Government bonds. 
Get the facts. Avoid tips and rumors. 
If you worry about a small market de- 
cline—or envision Rolls-Royces when it 
goes up—leave your money in the bank. 
You ll be happier. 

Finally, Nancy talks about the host 
part of her boss’ job. “We have all kinds 
of visitors here, from industrial leaders 
to heads of state. Even people who are 
not completely partial to the capitalist 
system want to see the Exchange. | 
don't think there is anyone who can pro 
vide them with a more positive view ol 
Wall Street than Mr. Funston.” 


TODAY'S SECRETARY 





How does he handle this three-in-one 
iob, each phase involving extraordinary 
responsibility? 

Keith Funston himself savs that a good 
deal of credit must go to Naney O'Don- 
nell and the many other men and women 
who staff the New York Stock Exchange. 
“Nancy. in particular, has an unerring 
sense of priority when it comes to phone 
calls and mail. She funnels off a tre- 
mendous amount of routine work each 
dav. And this means that I’m able to 


make the most of every minute.” 





SECRETARY Continued from page 15 


had a star-studded career.” one of these 
friends commented. 

Naney—born Anna Elizabeth O'Don- 
nell. but called “Naney” by 
friends and relatives—attended St. Bar- 
nabas High School in New York, where 


she took an academic course with busi- 


always 


ness electives. After graduation she be- 
gan working, first in an engineering firm 
and then at an import house. 

“T realized quickly that there’s much 
more to being a secretary than just hav- 
ing the ability to tvpe and take short- 
Nancy says. “I 


wanted to move ahead so | attended 


hand passably well.” 


a secretarial school in the evenings. 

Her determination to improve paid ofl 
almost immediately. She started working 
for an economist at a large corporation. 
Soon, however. her boss was asked by 
Fortune magazine to be their economic 
correspondent in Western Europe. He 
took the job—and asked Nancy if she'd 
care to go along as his secretary. 

“It was a marvelous opportunity, and 
| didn't think long before answering 
ves. Nancy recalls. “Our oflice was at 
the Graduate Institute of International 
Studies in Geneva, where my boss taught 
in addition to his work for Fortune.” 

The year in Switzerland was wonder- 
ful. Nancy lived on an old estate and 
rode a bicycle to work each day. “I tried 
to see and do as much as possible while 
| was there. Language, of course. was 
somewhat of a barrier. But I studied 
French in the evenings and, at least, 
could order a loaf of bread when it 
came time to do the shopping. ~ 

Her work was made up largely of re- 
ports, manuscripts and appointments. 
“Working for a writer can be extremely 
interesting,” she says, “because of the 
variety of subjects involved. We were 


always moving on into another—equally 





interesting project.” 
\nd Nancy was destined to continue 
long her “star-studded” way. An em- 


/oyment agency sent her to a man who 
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was searching for a temporary secretary. 
The man was Bernard Baruch. 

“Mr. Baruch winters at his homes in 
South Carolina.” Nancy explains, “and 
usually takes along a secretary to handle 
his mail, reports and so forth. Fortu- 
nately, I got the job which ran from 
December, 1954, to May of “55.” 

The first few months. Mr. Baruch 
stayed at his home in Kingstree, South 
Carolina, and Nancy lived nearby at a 
hotel. Later on. though. they moved to 
Mr. Baruch’s Hobcaw Barony estate, in 
Georgetown, where Nancy stayed as a 
guest. 

“There were no telephones at Hob- 
caw Barony.” she recalls. “so our work 


consisted mostly of answering mail and 


preparing reports. But there was a con- 
stant stream of important guests—and 
one of the men I met there was Keith 
Funston.” 

Nancy also met John Haire, then sec- 
retary of the New York Stock Exe hange, 
who upon learning that she was only a 
temporary (Mr. Baruch has a permanent 
staff at his New York office) asked her 
to look him up when she returned to 
New York. 

Nancy did and became secretary to 
Mr. Haire for a brief period. Then Mr. 
Funstons secretary resigned. Nancy ap- 
plied and was lucky enough to get the 
job. 

Nancy very pointedly explains that she 


(Continued on page 55) 
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wow 


“fixture” type 


She is very nearly the indis- 
pensable woman. Maybe her 
boss takes her a wee bit for 
granted—but he is smart enough 
to pay her handsomely. 


This girl is a charter member 
of the STENOST1K Club of 
Superior Secretaries. For years 
a user of ERASERSTIK, she was 
delighted when A.W.Faber 
announced STENOSTIK, a modern 
ball pen especially designed 
for secretaries. 


She loves STENOSTIK because 
it is feather-light, beautifully 


AW Faber STENOSTIK The Ball Pen for Shorthand PP 











balanced, starts fast and flows 
smoothly without skips or clots. 
Its exclusive long-tapered grip 
is kind to her tired fingers. 
Full-length cartridge ink 
supply in blue, black, red or 
green. 39¢—3 for $1. You are 


invited to join the STENOSTIK 
Club today. 


A.W.FABER’S 


STENOSTIK: 


A.W.Faber-Castell Pencil Co., Inc., Newark 3, N, J. 
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self-adhesive 


\ file-folder 
labels 








“ Keep the boss 
™~ smiling 
at your filing 


& 


—_—<_ 


Z 


“Secretaries wiles 
Come in many shapes and forms and styles — 
Not the least of which I'll bet 
Is earning praise that’s hard to get — 
By stashing papers neatly in the files.” 


Avery self-adhesive File Folder Labels give 
quick, positive identification — and they re 
easy and fast to apply. No moistening 
needed! No messy mucilage to lick. Just a 
touch and on they go... quickly, neatly, 
firmly. You'll save time, save money with 
Avery File Folder Labels — and how you will 
be appreciated by the boss! Ask for Avery 
File Folder Labels at your 
stationers. 





Available ina 
bouquet of ten 
fresh colors, 
plus white —for 
bright, efficient 
color coding... 
in sheets of 8 
labels each with 
guide lines for 
uniform typing 
... and the last 
label won't slip 
in the typewriter 
because of the 





AVERY LABEL CO.. Div, 152 
117 Liberty St., New York 6 © 608 S. Dearborn St., 


Chicago 5 © 1616 S. California Ave., Monrovia, 


California e Offices in Other Principal Cities. 
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Please send me samples of Avery file folder Labels. ' 
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‘ 1 My Name —_— ee 
extended backing ; 
sheet! Company = Sea 
: Address___ _" 
Write for your 
FREE samples today! , City State ' 
! ‘ 
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COLLECTION 


the prospective users tastes and needs in mind instead 


Continued from page 21 


of buying what she thinks the girl should have. 

e The value of the gift should be set by the amount 
collected rather than by picking a particular present and 
then trying to raise enough money to cover its cost. 

e The purchaser should sign the gift card for all 
This eliminates the chore of making the rounds 


donors. 


again to let each one sien it. 


FoR THOSE WHO FEEL that some of the oflice spirit may 
evaporate under stringent policies. there are other ways 
to observe spec ial occasions without organizing a mass 
fund-raising campaign. 

® Substitute Sometimes. 


tokens or gifts 


more personal. carefully selected presents are appreciated 


individual 
more than one big gift. For example. a co-worker who 


has a birthday may enjoy opening a number of small 


poate ka BCS. 


opener. a pencil holder. a plant. pencils imprinted with 


Little thines that mean a lot” include a letter- 


the person's name. a ballpoint pen. an initialed hand- 


kerchief. a coffee mug. a sewine kit. candy. a bud vase. 


straw flowers or a few fresh flowers. 


®@ For 


! 
the European-bound secretary. there are a 


number of items that will add to the pleasure of her trip. 
Among these are a passport case. a pound note to spend 


in Eneland or foreign currency for other countries. 


small clothesline and pins. travel suds. compressed wash 
cloths. sachet. paper-bound Enelish-foreign language 
dictionaries. currency converter. stretch slippers. station- 
taking notes. 


forth a 


film. luggage a small diary for 
e Although a 
from the department or ollice force. 


the 


Cry. 


tags. 


wedding usually brines olf! 


an individual may 
wish to give bride-to-be some small. useful item. 
Suggestions are monogrammed stationery. kitchen uten- 
sils. a cook book. recipe index. ash trays. potholders. 
dictionary. appointment book. hot pads. waste basket 
all things the starry-eyed one may not think of. 

It's better to give a small present graciously and will- 
ingly than to contribute to the standard office collection 
to. Your will be 


more personal, and the happy recipient will be 


when you don't want remembrance 


sure 
that it comes from the heart. not just from outside pres- 


sure to conform. 














SCHEDULE YOUR APPOINTMENTS 


this easy, orderly way 


with a 
1961 MONTH-O-RAMA 


Your Whole Month's 
Day-to-Day Plans 
Before You 


You'll delight at how this unique Ap- 
pointment Calendar keeps your sched- 
ule running smoothly. Each month on 
an tl x 8'2 page, blocked off by days, 
with space to write in dates, meet- 
ings, plans, deadlines, ete. Helps fit 
them into an orderly pattern, without 
conflicts. Keeps your whole month's 
schedule before you. Gives you the per- 
spective you need to plan your time 
wisely . and the boss’s too 
Bound with spiral wire for conven- 
ience and permanence. Handy to keep 
at desk, in brief case—at office, home, 
travel. Only $1.10. Satisfaction guar- 


() | > anteed 
n y MONTH-O RAMA, 6969 Amherst, Dept. T, St. Louis 30, Mo 
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Secretaries never die... 


They just stay young indefinitely*—that is, if they use 
Kee Lox Grip-N-Pull carbon paper. Ask any girl who is 
already using it (and note how fresh and vivacious she 
looks—even at quitting time). She’ll tell you what nice 
copies she gets, how clean they are. And she’ll be equally 
enthusiastic over Grip-N-Pull’s other features—automat- 
ic warning of last typing lines, automatic rotation, 
automatic alignment. 

You too can stay young indefinitely* by letting Grip-N- 
Pull carbon paper make your work easier and pleasanter. 
And your boss will be interested in knowing that Grip-N- 
Pull, with all its advantages and long wear, still costs no 
more than regular carbon paper which does not have the 
exclusive patented features of Grip-N-Pull. 


*T he only exaggeration (one we hope will cause a smile) in this message. 


All carbons are removed quickly in one 
clean operation, using uncoated edge. 
Clean hands, clean work, clean desk. 


Lower right of uncoated edge is die cut 
to tell how much space is left at bottom 
of sheet. 





FREE samples when requested on com- 
pany letterhead. 


; MANUFACTURING CO. 
“Over Sixty Years of Good Impressions” E ox. DEPT. TS-11, ROCHESTER 1, N. Y. 


CARBON PAPERS AND INKED RIBBONS 
Sold through KEE-LOX branches and selected independent stationers 
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This Amazing “Wheel” Is 


JUST ONE DIAL TURN GIVES YOU: 








| BUSINESS AIDS 
4006 Carlisle, Baltimore 16, Md 
Please rush typing ‘‘wheels"’ at $I each 
| Name 
7 Street 


| City, State 


Faster than the Mind! 
This caleulator 

is a “must” for 
secretaries, typists, 
stenographers, typ- 
ing teachers and 
typing students. 
The back of 

this handy card- 
board computer 
contains a wealth 
of information of 
value to its users. 
Just 51 postpaid. 
With Money-Back 


Guarantee. 


1 ae 

| 

| 

Order 
: now! 





















ITE-LINE copyvuoiper 
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Send for FREE Booklet describing 


RITE-LINE COPYHOLDER 


["——— MAIL COUPON TODAY-—— 
RITE-LINE CORP. 


4209 39th St.,N.W., Washington 16, D. C. | 











| Please send me a free copy of your Folder. | 
| Nome : | 
| Address | 
cy. Sac —Zone—store__ | 
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FREE 


STARLIGHT 
CASE and FRAME 


\riendship 


Photos 


From Your Own Favorite 
Photo, Snapshot or Negative 


25 FOR 4 
or GO ror *2 


plus 25¢ shipping 






Friendship Photos’ excitingly new different Shadowbox 
Prints with deep sunk embossing and softly rounded 
corners add subtle glamour to that treasured snapshot. 
Prints are wallet size 244" x 3%”. Satisfaction guar- 
anteed. Order today. 
EXTRA BONUS — FREE WITH EACH $2 ORDER 
4" x 6” Princess Portrait enlargement. 

—_——_— ee see me ow ee 
FRIENDSHIP PHOTOS, Dept. P-13,. Quincy 69, Mass. 
Please send me: 

25 “Shadowbox” Friendship Photos, from one 


pose ... $1.25 enclosed. Also send Free Starlight 
Case and Frame. 


60 “Shadowbox” Friendship Photos, from one 
pose... $2.25. Also send Free additional Princess 
Portrait Enlargement and Frame. 


1 
1 
I 
| enclose photo, snapshot or negative which you will 
I 
| 
I 
1 





return unharmed. My money back, airmail, if I'm not 
completely satisfied. 


ee \ 


oe ee ee ee ee ee (Please Print) om eee eee coe oe oe 
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clubs, the use of a restaurant or cafeteria. 
an employees credit union? 

Sober analysis will reveal that your 
company has made a tremendous invest 
ment in your mental, physical and emo- 
tional well-being, in your training for 
further promotions, in your understand. 
ing and appreciation of the business in 
which you spend eight hours a day. five 


days a week, fifty weeks a year. 


Question: /n your companys view. 
are you solving the problems of business 


today—or are you part of them? 


From Balance Sheet to Blueprint: 

The evolution of a personal balance 
sheet becomes much less mysterious. once 
you have listed all your personal assets 
and liabilities. You may not actually en- 
joy tallying up last year’s record when 
vou realize how many opportunities you 
let slip by. However, if you use your 
balance sheet for 1960 as a blueprint for 
1961, your future should be transformed. 

If your inventory has revealed a won- 
derful new scope for your skills, capabili- 
ties and talents in 1961, share your new 
enthusiasm with your employer. Ask for 
his opinions on special evening courses. 
the possibility of assuming a particular 
new responsibility you covet or working 
for a promotion to another department 
that can use the special talent he cannot 
utilize. 

Once assured that you are serious in 
your desire, that you will not neglect his 
needs while you prepare for the future. 
your employer will welcome your ex- 
panding interests wholeheartedly. And 
you will know that you are successfully 


handling your part in business. 





(Key to quiz on page 10) 


An Acrostic 
1. Merry; 2. Christmas: 3. Mississippi: 
4. Louisiana; 5. Xylophone: 6. L. 


In Roman numerals 1961 is written as 


MCMLNXI. 


Shun These Words 


l. extension: 2. connection: 3. comple 


tion, also complexion: 4. coercion: 5. occa 
sion; 6. initiation: 7. suspicion: 8. electri 
cian; 9. omission; 10. persuasion. 


Make Your Choice 

l. a: 2. bs 3. c; 4. b. 
Same Spelling and Pronunciation, Dif- 
ferent Meaning 


l. invest; 2. bore: 3. cord: 4. bail: 


5. defect. 
Correcting Your Boss 


1. is equipped; 2. listen: 
experienced both in. 


3. surely; 4. is 


TODAY'S SECRETARY 











tn 


u 


rT 


is 


PICKER 
“J cc, s. Ce oS 
<a oo 


Continued from page 31 


 , ae £ © > Joyce returned to 
the office ~~ 27 rv. ¥ Y pd 
Fa ene el ee as, 
Jag € wre Cw, Oz 
eat SF Ou mg ge Pte 
ae dts” & tid 
JCC. ¢ Yo CL_ 
ee a i ee 
Ce a ee a7 
Ct Fo POM wt 


a a =f ¢ 


pes yoy ow maiian i 
i eo at ot ee 
~~ Pe a Wg sium) 


RAISE Continued from page 49 


wf "I'm sure you will," 
P tellin a A ? a Cr 
er, et ee von” ihe 7 oe 
CA OG—- DADao~ct 7 i 

K ro J >; ae how C 


2 to’ “Pp x Vv 5 CS) 


ee ee 


/ aw Lez a £ ~ (604) 


Jannary. 196] 


4) 
a's 





The world famous X-acto knife in a 
brand new ‘carry-about” case! 


NCW! pemk ne 























@ Famous X-acte Knife Features! All the features 
of ‘the famous Interchangeable Blade X-acto Knife. 
Takes 3 styles of surgically sharp blades—specially 
designed for precise cutting and slitting operations, 


@ So Safe! Crystal clear ‘‘See-Thru’’ Piastic Cup 
reveals the blade. No mistaking it for anything 
but a knife when carried with other capped 


instruments. Open 
© Always Convenient! Just clip it to your and 
pocket and carry it with you everywhere. yen hed 
action! 
THE PERFECT ALL-PURPOSE When not in 
OFFICE KNIFE use, replace 
For newspaper clipping the cap (like 
correcting duplicating masters a pen) and clip 
sharpening pencils and crayons: Noe. it te your 
trimming photos and prints 3ST yo 
steel erasing, etc pocket... 


Actual always handy. 


=—— Sample Offer — i. 


HANDICRAFT TOOLS, Inc. 
Div. of X-ACTO, INC. 
48-41Q Van Dam Street, 
Long Isiand City 1, NM. Y. 


Enclosed is $1.00. Please send 
me a PenKnife with the num- 
ber (specify #10, 11 or 16 
blade) blade and free iliustrated 
catalog of X-acte precision knives, 


blades, and tools. | 





for small, fine 
No. 10- general cutting. 


ow, one o- 

cutting, deep 

No. Wm cits, narrow 
spots. 


for oy nates, 

— notches, sten- 

Ne. 16 ciis — in thin 
materials. 





Company 





Address 





City. BOR. $tete....... 


SPEED UP 


YOUR SHORTHAND WITH STENO-DISCS!!! 


STENO-DISCS are double-faced dictation discs giving you actual 
business letters at various dictating speeds from 60 to 130 words 
per minute. Most of the letters are general business letters, but 
some of the higher dictating speeds contain medical, legal, and 
insurance dictation. Steno-Discs are now produced in two sizes: 





33'/3 LP, 12-INCH STENO-DISCS................... $3.98 EACH 
+ 501—60, 70, 80, 90 words per minute. 
+ 502—70, 80, 90, 100 words per minute. 
+503—80, 90, 100, 110 words per minute. 
+ 504—90, 100, 110, 120 words per minute. 
Each record contains 36 minutes of dictation. 


Be Re Fe ret stcssnisicninvcsenicsiiogeen ..$1.00 EACH 
Eighteen different records. One speed of dictation on each 
record. The speeds are 60, 80, 90, 100, 110, 120, 130 words per 
minute. When ordering specify dictating speeds you want. Each 
record contains 12 minutes of dictation. Order five, get one free. 








KEANE RECORDS, HOLLYWOOD, CALIFORNIA 


Please ship to: 
NAME_____ 
Gere... 
STATE___ 


(Californians add 4% Sales Tax) 


KEANE RECORDS 


1439 N. Western Ave., Hollywood 27, California 
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60 for $2.00 plus 25<¢ handling. 
MADE FROM YOUR OWN PORTRAIT | 


perfect for job, school, and 
passport identification 








FREE Beaulifal gst pl | 
PORTRAIT ENLARGEMENT 
with each order Frm 


} 
+ ” . " ‘ \PARENTS 
3 Send picture or negative with — / 


your order. Satisfaction guaranteed. = 


ROY PHOTO SERVICE 


Dept. 102, GPO Box 644, N. Y.1,N. Y. 


Famous Roy Wallet photos, finest 
silk, double-weight paper. 21/2" x 





DRAMA! 


There is drama in the life of every individual 
on and off the stage! Oftentimes this drama 
takes the form of short stories, articles, books 
and plays 

If you are a writer, amateur or professional, | 
and desire to have your material submitted to | 
the most suitable markets in the U.S.A. we | 
would like to represent you. We are generally } 
considered to be one of the larger agencies in | 
the country today and we have the staff and | 
experience (some 35 years) to give you seasoned 
capable odvice and service 
The way to start is to write to us for our free 
literature. Or if you wish to save time, send 
your material to us for an immediate appraisal, 
entirely free. May we suggest that you write | 
today? 


DANIEL S. MEAD 


Literary Agent 
Dept. TS, 915 Broadway, N. Y. 10 

















Mrs. Douglas J. Baldwin 
1926 Apple Valley Road 


Rockland, Connecticut 





’ 
PRINTED ¢ 
NAME & J 
ADORESS 
500 gummed economy labels printed in black with 
ANY name and address, 25¢ per set! In two-tone 
plastic gift box, 35¢ per set. 5-day service. 
DE LUXE GOLD-STRIPE LABELS—500 FOR 50¢ 
Superior quality paper with rich-looking gold trim, 
printed with ANY name and address in black. Thought 
ful, personal gift; perfect for your own use. Set of 500, 
¢. In two-tone plastic box, 60¢. 48-hour service 


Walter Drake 4701 Drake Bldg. 


Colorado Springs 12, Colo 
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HOW T0 TRAVEL 


—and get paid for it 


There's a job waiting for you somewhere—on a 
ship, with an airline, in overseas branches of Amer- 
ican firms, in foreign firms overseas—even explor- 
ing if you're adventurous. 


The full story of what job you can fill is in Nor- 
man Ford's new book How to Get a Job That 
Takes You Traveling. Whether you're male or fe- 
male, young or old, whether you want a life-time 
of paid traveling or just hanker to roam the world 
for a short year or so, here are the facts you want, 
complete with names and addresses and full details 
about the preparations to make, the cautions to ob- 
serve, the countries to head for 


You learn about jobs in travel agencies (and as 
tour conductors), in importing and exporting con- 
cerns, with mining and construction companies 
Here's the story of jobs in the Red Cross and the 
UN organizations, how doctors get jobs on ships, 
the almost-sure way for a young girl to land a job 
as airline hostess, the wonderful travel opportuni- 
ties if you teach English to foreigners, and the 
fabulous travel possibilities for those who know 
stenography. 

“Can a man or woman still work his or her way 
around the world today?’ Norman Ford asks in 
his book as vou might ask today. And he replies 
in 75,000 words of facts. ‘““The answer is still a 
very definite Yes!’ 

To travel and get paid for it, send today for 
How to Get a Job That Takes You Traveling on a 
money back guarantee if not satisfied 


Mail $1.50 with your name and address to 
HARIAN PUBLICATIONS, 114 Baron Sc.., 
GREENLAWN, LONG ISLAND, N, ¥ 


- STOP MAKING MISTAKES IN 


| = LiskF-i 


With the new CAREER INSTITUTE ML THOD 





you can stop making mistakes in English, build 
up your vocabulary, speed up your reading, im- 
prove your spelling, acquire real writing skill, learn 
the “secrets of fluent conversation. Hundreds of 
men and women have become effective speakers, 
writers, and conversationalists witl itg gz back 

to school—by using the CAREER INSTITUTE METHOD 

Costa little. Takes only 15 minutes a day at home 4 


booklet mailed FREE upon request. Send card or letter NOW! 
Career tns.itute, Dept. E-1451, 30 E. Adams St., Chicago 3 








WHISK AWAY ERRORS! 


Spinning at 4500 rpm, the 


“QWIK ELECTRA ERASER” 


Eliminates ball point, it ind typir mistake 

out smudgin One letter at a time can be quick 
erased with its thin tip without marring idiacent 
characters The unique principle of the Qwik Electra 
Eraser permits smudye e correc ”" to be 1 ‘ 
on multiple carbon copies without the . 

sheets. Finished in handsome bronze ‘ 

on standard flashlight batteries mad i 1 

12 replaceable tips. Send check ral 





$2.98 ppd 


K & K SALES COMPANY 


1161 PASSMORE ST., PHILA. 11, PA. 








AMBITIOUS? 


Attend CAREER CLINIC on a Saturday in any 
one of the following cities: Boston, Chicago 
Cleveland, Dallas, Detroit, LA, NYC, Seattle or 
Washington. For all secretaries & stenos who 
want to get ahead. Special features for CPS & 
PLS aspirants. Reservations limited. For de- 
tails write to Business Research, PO Box 
7093, Long Beach 7, California. 














shopping 


HOW TO HAVE A HUNDRED (dollars): 
simply save by the calendar. Drop a quart 
ter a day in the Calendar Bank and the 
date will advance automatically. It re 
cords total as vou go along and has handy 
calendar pad so you know just how near 


you are to affording that special some 


» Hc , 


thing. Each is $2.25: 3 for $6.50. ppd 
Leecraft. Dept. rSc. 300 
Brooklwn 13. N. 4 


Albany Ave 









sank ites 


BUILT-IN WILL POWER. [lie Swiss Auto 
matic Memo-Smoke Cigarette Case can't 
be opened until the time pre-set ly the 
smoker elapses. So—do you know any 
one who's trying to give up smoking? 


This requires no winding: just close the 


lid. and the time movement is activated. 
Send SB.95 ppa.: to Memo Smoke. Ine. 


Park PL. New 


Dept 185. 1] York 7, 


N. ¥ 








FRESHNESS, FASHION AND FRILLS wil! 
set off your dressing table when vou covet 
your hairbrush and tissue box in dainty 
nylon dotted Swiss. With lace and rose 
bud decoration. the covers are in blue. 
white. pink or vellow. Hairbrush cover. 
$3: tissue cover. 83.50: set is S6. From 
Dominique. Dept. TS, 216 Fifth Ave.. 
New York 10. N.Y. 
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Here's a new way to ATTRACT ATTENTION at the A famous Chicago Publisher has pre- 
office! Just wear the SECRETARY'S CHARM pared an exclusive free book for women 
BRACELET with its twelve intriguing business office . . “4s 
B miniatures. (only, partly illustrated above). Among that explains a simple and exciting 
anclok em are ' CLOCK, STAPLER. TYPE- ited useikel ; 
WRITER, PENCIL SHARPENER, SWIVEL CHAIR, technique for acquiring a powerful 
HONE, Etc. Hamilton Gold Electroplated— > J yy ing is ishe 
ary 4964 $4.98, STERLING SILVER—SI9.95, 14K Gold— nes According to this publisher 
jan $129. Charms available individually in sterling and women possess the inherent instinct for 
14K gold 
i s —se » list below: “f : : : : 
os “3 6 7 | es rae ee ee aii, eee ile transforming their memories into pre- 
‘ ; m 1 2 " TI Mt - ; . vacte ‘ »e 
LS 1011 12 13 14) j. TigeCek | 2.25 10.00 cision-like filing cabinets. Facts, names, 
5 16 17 18 19 20 21 a — ~ ee 2.25 9.00 dates and any other information they 
‘ 2:2 rie . . 
2 23 24 25 26 27 28 . Water cooler Oe Ay wish to remember are immediately 
6. Typewriter 2.25 13.50 al , le "casi ises 
29 30 31 A ay 2.28 3.58 available wheneve r an occasion arises 
8. Filing Cabinet 2.25 10.00 in social life or in business. 
\ > pee Sevoener (movable) 3.50 14.00 
10. ce desk 3.00 11.00 yi 110 > ry > YY 
11. Posture Chair (movable) 3.50 13.50 W ith such & me mory you m ed m™ ver 
12. Telephone 3.00 14.00 be at a loss for stimulating and inter- 
omplete set of charms only 18.00 115.00 >t} > rersati ne seg 
Prices include postage, tax, gift box. ORDER esting conversation hay vos guces at 
TODAY! Money-back guarantee. EXTRA FREE facts that become elusive when various 
: On all charm bracelet or i b : : : : 
February 28th, we will include FREE a steno pad & subjects are under discussion. You will 
KINGS, QUEENS, KNIGHTS and you will a oe ee eee eee never forget a person’s name, never 
: .. Sis + Se " ss ang , 
cherish this 3’ inch king size chess set. PERSONALIZED GIFTS CO., Dept. 11 TS could an appointment because you 
In ivory and black, each finely sculp- 160 Fifth Ave., New York 10, N. Y. couldn’t remember. Instantly, you be- 
eu aiden ts wdietenl tek Mee come very self-confident because you 
somely gift packaged: includes instruc can remember anything you want to 
~ _— . 4i 4i > > > > te , 
tion hooklet. At $8.95: trom The Pink SURPRISE YOUR BOSS — mbe - And with this masts ry of 
Te 209 . on Valentine's Day memory, reports the editor, you will 
House, Dept. TS, Box 892, Laguna Beach, hi ss, spring-action . . . * 
Calif + + increase personal efficiency, gain added 
cian long, 134" ‘high. May be poise, self-assurance and greater pop- 
Se or initials or "Bose" ularity. 
(Good idea: order one for : 
o ow desk!) 81.56 plus =) “ 
Se postage. Order trom: To get your free copy of “Adventures 
ORNAUE In Memory” without obligation, send 
New Vork 10. Nv: your request to: Memory Studies, 835 





Diversey Parkway, Dept. 2821, Chi- 
cago 14, Illinois. A postcard will do. 













































































Everything for the Wedding & MW 
Invitations @ Gifts for the bridal party PHONE 
Table decorations © Trousseau items 
Unusual, exciting personalized items. INDEX 
Clips t 
ELAINE CREATIONS of phone. Space 
Box 824 Dept. E-401 ’ for 155 entries. 
Chicago 42, Ill. ’ ‘i . —98¢— 
: . nce Se GREENWICH 
eg “ VILLAGE GIFTS 
€ A. - 3ll W 21 St. NY Li 
cE Write for catalog 
; . a . : Vw vw 
No need for you to be content with just | Diecut to Size 24" x3% 
another humdrum job. Hundreds of im- | 
portant, exciting careers—with pay s — Wallet 
to match—are open to ambitious, intelli- 
™ — 7 S “ . gent women. Ady ertising Commer ial af on 
FROM THE DEEP SOUTH, SUH, General CG Art. Retail Merchandising. Secretarial. 5x7 STUDIO 
Lee rides again—on your dashboard. Letter Writing. Accounting and Book- | 
He’ : tized rear Cc keeping. And these are but a few. | ENLARGEMENT 
s eree arne . , ‘ » : 
. rect, magnetized, your cons int ae All it takes is training . . . the kind you Pe Mounted on 8x10 
fender. In grey and gold, with base can get easily, in your spare time, at or Panel Embossed, 
labeled “Gener: Ride cain. . home. No interference with your present 
veled eneral Lee Rides Again,” he job, family or social life. You set your 60 for. . .$2.00 Etchcraft Frame. 
stands 3% inches high, bearing a con own pace, progress as rapidly as you like Plus 25¢ P & FREE with each 
federate flag. At $1.65, ppd.; $2.95 for 2. You -” personalized aa e0 ¢ Postage & Handling lens: 
: : ” haa = . >. Sound interesting? e world’s larges mbossed, round cor-| + 
Mone y-bac k guarantee _ from: I roud — — correspondence school will send you three ner, deep sunk, ponel 
Products Co., Dept. 2TE, Box 9701, valuable booklets to help you plan a re- edge wallet photos 22” 
I 3 Pp V2 
Norfolk 5. Va warding, well-paid career. The booklets V2" made from any 
I J, are FREE! No obligation. Just mail the photo up to 5” x 7”. Re- 
coupon below You'll receive: (1) 36- turned unhormed with 
page “How to Succeed” career guide. your FREE framed en- 
¢> (2) Career Catalog. (3) Sample I.C.S largement. POSTPAID 
lesson to demonstrate this famous method. for only $1.25. Satisfac- 
tion Guaranteed. 
INTERNATIONAL CORRESPONDENCE SCHOOLS FOTO PLUS + Dept. S$ + Box 10 - New York 1, N.Y. 
Dean of Women Box 15096M Scranton 15, Pa. janine 
Please send me three books (1) “How to Succeed,” (2) sample |.C. S. AN 
lesson, (3) opportunity-catalog in subject checked below BE 
0 HIGH SCHOOL GC Good English DC Professional Secretary 
0 Accounting } Retail Merchandising © Short Story Writing Romance! Travel! Adventure! Fun! 
© Advertising ] Magazine & Book illus. () Sketching & Painting Train in just tour won L, -4 exciting 
, Ss ree ace 
© Commercial Art C a) Other ment service with 35 pirtines. alriine- 
‘ained achers. WRITE TODAY tor 
Name. Free INFORMATION—FREE CATALOG. 
on McCONNELL AIRLINE SCHOOL - 
1 Nicollet Ave m . inneapolis, nn. 
Bome Address, Name Age 
Address Tel. No 
City Zone. ——O ———7~ City State 














January. 1961 aa 





ARE YOU 
A BORE? 


A noted publisher in Chicago re- 
ports there is a simple technique of 
everyday conversation which can 
pay you real dividends in both so- 
cial and business advancement and 
works like magic to give you added 
poise, self confidence and greater 
popularity. 

According to this publisher, many 
people do not realize how much they 
could influence others simply by 
what they say and how they say it. 
Whether in business, at social func- 
tions, or even in casual conversa- 
tions with new acquaintances, there 
are ways in which you can make 
a good impression every time you 
talk. 

To acquaint the readers of this 
book with the easy-to-follow rules 
for developing skill in everyday 
conversation, the publishers have 
printed full details of their interest- 
ing self-training method in a 24- 
page booklet, “Adventures in Con- 
versation,” which will be mailed 
free to anyone who requests it. No 
obligation. Simply send your re- 
quest to: Conversation Studies, 835 
Diversey Parkway, Dept. 2821, Chi- 
cago 14, Ill. A postcard will do. 
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Electric Foot Warmer 


No more cold feet ‘ Keeps your feet and 

kles comfortably warm. Portable, light 
veight (5 Ibs.) all-rubber mat. Operates on 
any 110-volt AC or DC outlet. consumes less 
than 100 watts 14” x 21”. Can be used 


by anyone tn othce-store-tactory-or home. 12 
mo. guarantee. Only $7 ppd. Interstate 
Rubber Products Corp., Dept. 402, 908 
Avila Street, Los Angeles 12, California: 
9108 Meyers Road, Detroit 28, Michigan. 




















SECRETARY—GIRL OF THE YEAR 
Here is a factual, informative, 24-page job-hunting 
reprint from TODAY'S SECRETARY that describes 
briefly the national secretarial employment picture 
and then tells through case histories what it’s like 
to work in 11 different industries and professions 
Especially of interest to the girl who wonders 
whether she is suited for a particular secretarial job. 

Price—25c¢ per copy; $2.00 per dozen 

Send order with remittance to: 


TODAY’S SECRETARY 
330 West 42nd St., New York 36, New York 
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DAY TO DA—TE. We're no Delphic ora 
cle so we can’t swear the Beauty Calendar 
will bring you the man of your dreams 
but we can say your chances with him 
will improve—as will your self-confi 


dence. Attractive book suggests monthly 


exercises, diets, grooming and make-up 
tricks. In “61 you may start filling this 
~~ calendar with dates. Only $1. ppd: Babs 
Lee, Dept. TS. Box 121, Highland Park, 
mn... 


A MUST FOR THE MOTORIST is the line: 
geney Flasher. If vour ear breaks down or 
you get a flat, press the flasher’s suction 


bottom on the roof or window of vour 


ear. Red flashing signal can be seen 500 
feet away. Of rust-proof plastic. it takes 
two standard-size batteries. At $1. ppd 
Hollis Company, Dept. TS. 1133 Broad 
wav. New York 10. N. ¥ 





THE ROARING TWENTIES return witt 
these little “heel panteys” that protect 
vour best shoes when vou drive. In flirta 


tious black. they come with shimmering 
fringe and an inlay of velvet. For $2.95 
the pair, ppd: from Phyllis Laymon 
Dept. TS, 6130 Carvel Ave. £10. Indian 
ralis 20. Ind 


PANE BEL ate ey ama 


a a tng lt SE oh Tm 


BOWLERS, BEWARE! This belongs to 
“Susie Secretary” and youre to “keep 
your clammy hands off!” Made of ab 
sorbent terry cloth to keep your hands 
correctly dry, this striking towel fits inte 
bowling bag. Be sure to specify name for 
individual embroidery. Just $1.25. or two 
for $2.25: plus 15 cents per towel for 
postage. Sportland Products Company, 


Dept. TS. Box 1005-P, Oak Park, TI. 
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SLIP NO MORE, MY LADY! For you 
who've long been embarrassed by sliding 
slip straps (and who hasn’t?)—your 
deliverance is at hand. Personalized Lin 
gerie Clips fasten bra and slip straps 
together. let nothing show, even under 
barest dress. With any three initials: 
24K-gold plate. At $1 (ppd.) per pair 
from: Jane Seott, Box 647, Dept. T, 
Glen Ellyn, UL 
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has some able help in running Mr. Funs- 


ton’s office. “Marie Mattina, for exam- 


ple. takes charge of the travel arrange- 
ments—and there are plenty of those 
and helps with the records. Lydia 


Soto. secretary to Mr. Funston’s executive 


assistant Ben Gaylord, backs me up on 


dictation, the telephone and other things 


that have to be done. 
virl office: 


\ornings 


This is not a one- 


its really a team operation.” 


Nancy the 


are usually taken up with mail, 


for and “team” 
reports 
and other routine paperwork. Towards 


eleven, though, she starts planning the 
nenu. 
“Mr. 


he usually lunches with special visitors 
or staff 


Funston has a dining room where 


members. Recently Princess 


Grace and Prince Rainier dined there. 
Hardly a week goes by, in fact, that 
there isn't a well-known executive or 
public figure visiting our offices.” 


What kind of a menu does she plan? 


‘| try to remember that the men attend 


many luncheons where rich foods are 


often served. Therefore, | keep the menu 


\ ou know, 
Desserts, 


strictly nonfattening no po- 
tatoes and plenty of lean beef. 
too, are usually fruit rather than creamy 
pies. 

The 
Stock 
vate restaurant operated for members of 
“But I take the 
oral arrangement and place cards. The 


ap- 


itself the 


Exchange 


food is prepared by 


Luncheon Club, a_pri- 


he Exehange. care of 


plan, however. is always 
proved first by Mr. 

Where 
“Right 


seating 
Funston.” 
Nancy 
the 


I ean chat 


does spend her lunch 


time? in employees lunch 


room where about nonbusiness 


items.” 


\fternoons for Nancy are devoted 


the outgoing mail—it must go out by 


each day- 
“It’s a 


challenging. 


five other routine 
but 
nothing humdrum 


New York Stock 


p.m. -and 


chores. busy 


day, always 
There's 
about working at the 
Exchange 

Nancy O'Donnell certainly has had an 
Possibly the best 


fact that she 


interesting career. 


proof of her success is the 


is still a good friend of Bernard Baruch 
and other men she’s worked for. And 
recently she was invited to become a 
member of the Seraphic Secretaries of 
\merica, a mighty select group. She'll 


join the secretaries of Herbert Hoover, 
Sidney Weinberg and other outstanding 


personalities. 


Nancy has gone a long way in just a 
few 


vears. But it might be a good idea 
to keep an eye on her. We think she'll 
£0 a lot further. 
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The Business World Speaks Up 


Alwavs with a curious ear extended to 


hear the business world’s thoughts on 


secretaries, we spenta day at a secretarial 
workshop sponsored by the Commerce 
ind Industry Association. Participants 
included personnel executives from seven- 
teen large companies in New York City. 
titled “The Prob- 


lem.” concentrated on the question. “How 


The session. Secretary 


real is the secretary shortage? 


“Shortage?” you exclaim. “Then why 


vas it so difficult to get that job | wanted 


last’ spring—the one that had about 


seventy-five applicants?” 


\ccording to the facts divulged to us 


that afternoon, the problem isn’t so much 
the quantity of secretaries. but the quali- 
tv. The major complaint seems to be that 
today’s secretaries are not skilled enough 
to meet the needs of executives. 


Suggestions as to the cause. however. 


also involved the number of girls avail- 


able. For example, one factor mentioned 
was the decline 


the late 


in the birth rate during 
1920's and early 1930's. Another 
was the fact that more girls are now going 
to college, then following different ca- 


Also, 


and having families at a younger age. 


reers , more are marrying earlier 


In vigorous tones. workshop partici- 
pants began a discussion of just what the 


boss seeks Each 


member contributed his or her impression 


his right hand girl. 
of what a skilled secretary is made of. 
The skills, evaluated in percents, resulted 


in the following profile: 


30 percent—typing 

15 percent—shorthand 
5 percent—ability to independent- ‘ 
routine 


ly do corre- 


spondence 


56 


the Last Page 


2 percent—ability to make deci 
sions for the boss on 
minor matters 

15 percent—handling telephone con- 
tacts 

5 percent—handling face to face 
contacts 

2 percent—planning and organi- 
zation of work 

10 percent—evaluation of  corre- 
spondence 

15 percent—filing efficiency 

percent—knowledge of business 
machines 

5 percent—library reference knowl- 


edge 


Some these: 


afterthoughts revealed 
knowledge of 
punctuality and neat appearance. Try 


skilled are vous 


sader will see. the 


grammar. good disposition, 
rating vourself—how 

\s any 
total 


hundred °° 


astute re sum 
f the percents equals more than a 
that the boss eX- 


After all. 


. could it be 
pects (oo much? secretaries are 
only vulnerable 
mankind. 

Since the workshop leaders were on the 
boss's side. 
things being done to create good secre- 
taries. We. in turn, pass them on to you. 
One way the problem is being eased 


with the introduction of secretarial man- 


uals and handbooks in some of the larger 
companies. These handbooks. individ- 
ually prepared according to the firm's 
needs. stay with the job—when one girl 


leaves. the manual is passed on to het 

replacement. 
This not only cuts down the training 

a direct 


In addi- 


boss also has access to the 


time for a new girl. but gives her 
and pertinent guide to her job. 
tion, since the 


handbook, 


what to expect from each other. 


both boss and secretary know 


mortals like the rest of 


they reported on some of the 





Examples of the contents are sections 


on correspondence, grammar essentials. 


company methods, terminology peculiar 


to the tvpe of company. helpful hints. 


dese ription of different forms used by the 
briefing on 


company, and a company 


operations to give an idea of the extent 


of its size and scope. 
in the manual 


It is to be 


The most ingenious page 
that remains blank. 
filled in by the 


is the one 


outgoing secretary with 


procedures pec uliar to her iob. boss. com- 


pany. The manuals are made up in loose 


leaf form to make the replacement of ob- 
solete material quick and easy. 


(nother stemanating topic Was the steno 


pool: the advantagés and disadvantages 


of such in an dene On the pro side, it 


gives the newcomer a chance to learn 


policies and company organization. Be 


cause a girl gets experience with a vari- 


etv of executives with whom she may 


later work privately. it is a quick way to 


bec ome a secretary. | ora first job holder, 


the steno poo! is the answer for gaining 


experience and oflice training. Inside the 


pool, absences and vacations are easily 
covered, 

Undesirable is the connotation of the 
name itself. No one likes being “one ol 
the herd” or the feeling of not belongin 
to something with more identity. Skill 
development in a pool is uneven and en 
courages the tendeney to forget skills 
from lack of use. Last. an old “work 
horse” might be in charge. making it 
sheer misery to come to the office every 


morning 

Happily the blame for lack of quality 
in secretaries was not bestowed entirely 
on the secretaries themselves. One wise 


member of the group stated that the 
quality of a job performed by a secretary 

based on her attitude toward it. Het 
attitude blooms or wilts according to ex 


ecutive behavior—bv the way the boss 


treats his secretary and by the atmos- 


phere in the office. 


Can We Expect a Change? 
At the 


predictions 


end of the day. some hopeful 


were made. In terms of 


change in our educational system, we can 
expect higher levels of educational skill 
and more people of better quality because 
of it. As business continues to expand. 


more jobs will be created. And one 


slightly horrifying thought— it is expected 
that by 1970 there will be 


more applicants than jobs available. The 


two million 


latter sounds more hopeful for the busi- 
nesses than for the secretaries—but it’s 


straight from the personnel executives 


mouths. 
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